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NEW UNDERWOOD ELECTRIC has 
Keyboard Controlled } lectric Margins 
‘There’s no hunting around for margin con- 
trols. .Underwood’s exclusive ‘‘Keyboard 
Control” puts all operating controls on the 
keyboard You set margins automatically 


through a convenient key located on the 


right hand side of the keyboard 
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NEW UNDERWOOD STANDARD has 


Set Margins. Long, medium or 


letter margins are clearly marked 


green, red and blue diamonds. Just 


margin stops to the corresponding 


onds and you re all set! No need to 


carriage, you see where you set 


the margins and they're always even! 


DID YOU KNOW? 

On January 7, 1714, the British Patent 
Office granted a patent to Henry Mill, a 
prominent English engineer, for “... An 
irtificial machine or method for the im- 
pressing or transcribing of letters singly or 
progressively one after another, as in 
writing, whereby all writings whatsoever 
may be engrossed in paper or parchment 
so neat and exact as not to be distinguished 
from print.” Unfortunately, this first type- 
writer was never actually produced. 


LIKE MORE INFORMATION? 

Get all the facts on the Underwood Elec- 
tric or Underwood Standard. Drop a 
note to Dr. Earl G. Nicks, Manager, 
Business Education Division, Under- 
wood Corporation, One Park Avenue, 


New York 16, N. ¥ 
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1.OUT GUIDE 
[_} Sign to hang on door 


PEE oe 


[-} To control correspondence 


| Umpires record 


8 ? 
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3. MISCELLANEOUS FOLDERS 
(_] Containers for infrequent correspondence 


papers. 


1. THE OUT GUIDE centralizes the 
filing system. The Guide permits a 
written record showing the last per- 
son taking correspondence from the 
| file drawer. It is withdrawn when the 
i file is returned to its proper place. 


' 2. FILEBINDERS are made especially 
| for filing important correspondence. 
They are equipped with metal fasten- 
ers which permit the “Binding-in” of 
papers for security and orderliness. 
Latest papers can be added at the 
bottom, thus maintaining “Bookwise” 
reading sequence. 








seromnancerantne en ee core 


A NOMOMORO OE RI tt: 


[_] An assortment of Travel Guides 
(-] Several knife-like instruments used for folding 


nena * ; 
Axee pcstceganaaes — 


How well informed are you 


Filing Procedure ? 
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2. FILEBINDER 
[_] Rubber Band used by toolmakers 
[_} Metal strap around a file drawer 
{_} Containers for important correspondence 
[ 2S 
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3. MISCELLANEOUS FOLDERS are for 
use in filing all occasional letters not 
of sufficient quantity to justify in- 
dividual name folders. A Miscellaneous 
folder must be used for each alpha- 
betical subdivision. They are also used 
as the index in the transfer files. 


4. SMEAD’S TELL-I-VISION SYSTEM is 
1. Easy to learn 
2. Speedy to operate 


3. Flexible and “it grows as needed” 
That is why it is the ideal filing 
system for businesses small or large. 


THE Seed MANUFACTURING CO. INC. 


HASTINGS, MINNESOTA e 


LOGAN, OHIO 


ren te 
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TELL-I1-VISION SYSTEM 


REG. VU. S&S. PAT. OFFICE 


C) Rules for watching programs 





spondence. 
| C) A method of narrating dreams. 


HASTINGS, MINNESOTA 


Literature on Smead’s Tell-I-Vision system (_} 
NAME 


() Business’s way of filing and finding corre- 


THE SMEAD MANUFACTURING CO.,INC.1 


Please send us without charge a sample of your 
Out guide (), Miscellaneous folder (), Filebinder (1), 





ADDRESS 
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(>* our CoveR—Nancy Tigue, coed 
careerist of Milwaukee, Wisconsin, 
strides into spring in the classical clothes 
of the spectator. Basic wardrobe piece— 
a slim beige suit with tapered jacket and 
straight skirt. Hand stitching and button 
detailing trim the backs of both; checked 
cuffs and lining accent the jacket. Casual 
enough for college, this versatile outfit is 
smart enough for her job. Sizes 9-15. By 
Arthur Jay. About $30. Cinnamon sweater 
is long-sleeved lambsdown by Garland, 
about $8. Hat by Dachette. An added 
touch of elegance—leather pumps, bufted 
to the luscious color of crusty French 
bread. By Rhythm Step, $14.95. Match- 
ing slim leather purse, by Theodor, about 
$11. Nancy’s complete spring speciator 
wardrobe may be seen in this month’s 
fashion section beginning on page 335. All 
clothes from The Boston Store, Milwau- 
kee, Wisconsin. For the store in 
area, write to TODAY'S SECRETARY. 


your 


NSA Convention 


FROM MAINE TO CALIFORNIA, members 
of the National Secretaries Association 
are making plans to head for the Midwest 
come next July. Their aim—the eleventh 
annual NSA convention, scheduled tor 
July 18 through 21, at the Statler Hotel, 
in Detroit, Michigan. An estimated at- 
tendance of 1,500 members will include 
secretaries from Puerto Rico and Canada 
as well as the 48 States. Further informa- 
tion on the convention may be obtained 
by writing to the NSA National 
quarters, 222 West 11 Street, 
City, Missouri. 


Head- 


Kansas 


Appointment in Milwaukee 


THIS MONTH'S IssuE marks the second 
in our “Appointment with Today’s Secre- 
tary” series. Way back in November, our 
first subject, pretty Anne Slattery of Pom- 
fret, Connecticut, expounded the job sat- 
istaction of a girl who “came home for a 
career.” Speaking from the other side of 
the fence this month is Nancy Tigue, co- 
ed careerist at Marquette University, in 
Milwaukee, Wisconsin. Nancy left home 
(Des Moines, lowa) (Continued on page 4) 


Dress by Kay Windsor 


alive after five... thanks to her Remington Electric typewriter 


a 


~ 4 -* “* 
And no wonder—electricity does - 

the work—helps today’s smart 

women of letters turn out such 

truly beautiful work in so little 

time, with so little effort and so 


pleasing to the boss. 





Remington Rand salutes the Secretary First Lady of American Busines: 
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A good 
Secretary 


An ERASERSTIK won't 
teach you how to spell— 
but it will whisk away 
spelling mistakes that even 
the best Secretaries ac- 
cidentally make. 


Assuming you have been 
well-trained by a good 
Secretarial school, your 
A.W. FABER ERASERSTIK 
will help you turn out 
beautiful, mistake-free 
letters without “ghosts” 
or frizzles. 


ERASERSTIK gets into 
narrow spaces, takes out 
one letter without blur- 
ring the word. Give 
yourself the advantage 
of ERAsSERSTIK and put 
yourself in the way 

of a better paying job. 
Pick one up at your 
Dealer today. 


7099—10¢ 
7099B with brush 20¢ 


PENCIL CO., INC 





NE WA RK 


| 
| 


A.W.FABER-CASTELL 


AWFABER ERASERS TIK Ge ¥.s.. 7099 


mee 
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ho intstske about tt/ 
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la full-time coed but stayed on at 





(Continued from page 2) to further her 
education at Marquette. When funds ran 
out, she had to give up plans for being 
the 
University as a salaried employee—com- 
bining daytime secretarial duties with 
evening the adult 
division of the school. 

Nancy’s daily activities, from campus 
to office, are described in “Coed Career- 
ist.” Her trials and tribulations in budget- 
ing her time and efficiently are 
revealed in “Sharing on a Shoestring.” 
(Naney’s advice on selecting and living 


courses in education 


money 


with a roommate discloses a wisdom far 
beyond her twenty-two years.) And, like 
every smart secretary, she has her own 
ideas about beauty—“it’s more than skin 
deep,” says Nancy. (See pages 42-43.) 


How’s Your Spelling? 


Last YEAR, 8,000 students participated 
in a program sponsored by the National 


Office Management Association to im- 


prove their business spelling proficiency. 
| The program consisted of three tests, with 


the tollowing results: Of the 8,000. stu- 
dents, only 36 passed the first test; 3 
passed both the first and second; and not 
a single student passed all three! 

This year the program has been re- 
vised, and a printed list of 900 most 
widely used words will be available to 
students prior to taking the test. The 
National Office Management Association 
will then award progressive certificates to 
each student passing the tests. Printed 
lists, tests, and certificates are furnished 
to schools without charge by National 
Office Management Association chapters. 
Schools and teachers wishing to partici- 
pate and avail themselves of this material 
should immediately contact their local 
Association chapter or write to T. W. 
Kling, National Office Management As- 
sociation, 132 West Chelten 
Philadelphia 44, Pennsylvania. 


More Money for Education 


a report from Changing Times, the Kip- 
linger Magazine that stated that there 
is more than 42 million dollars in loan 
funds available for college students. And 
now there is more good news for those 
interested in furthering their education. 
The Inland Steel 
nounced the establishment of 22 scholar- 
ships at colleges throughout the country. 


Company has 


cation, allowing the recipient $1,500 a 


more than enough to cover the deficiency 
between tuition and actual costs. 

Under the 
ships will be offered by each of the fol- 
lowing institutions: Carleton, Dartmouth, 
Kenyon, and Williams Colleges; DePauw, 
Notre Dame, Cornell, Harvard, North- 
| western, Princeton, and Yale Universities, 





ployees whose qualifications equal those 
of other applicants. 
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Avenue, | 


ON THESE PAGES last month, we carried | 


an- | 


The scholarships are intended to cover 
all basic expenses for four years of edu- | 


year and the school an additional $1,000 | 
a year. These sums are calculated to be | 


Inland program, scholar- | 


and the University of Chicago. Selection | 
of the students and administration of the | 
scholarships is left to the schools. Inland | 
asks preference only for children of em- | 















































































































Gets the 3% #42 
onthe cleaner instead 
of your fingers 


AW. FABER 
im, e 2 


TYPE 


The dirtiest job a Typist has to do— 
cleaning the keys on her machine—is 
a breeze when she uses the new 
AW. Faber Plastic Type Cleaner. 


It comes in individual strips. Just place 
a strip lengthwise across the keys, 
press firmly, then lift off. Repeat ap- 
plication over entire type area. Then 
toss the dirty strip into the basket. 
Next time use a fresh strip. 


No unpleasant fumes. No working 


| with a big, messy ball of gook. 8 


strips for 8 cleanings. Saves time, 


keeps fingers clean. 


Get a box today. But don't let any- 
one talk you into buying a substitute. 
Look for the AW.Faber label. 


A.W. FABER-CASTELL 


PENCIL CO., INC. NEWARK 3,N. J 











oe 
the IBM Electric 
can’t answer the 


phone 








...1t will do more than any other typewriter 
to help you do a better job — with far less effort! 


















Saves energy! Electricity does the work! 
In fact, typing on an IBM Electric for 
one hour takes less “finger-effort” than 
three minutes on a manual typewriter. 
Saves time! The IBM provides real 
time-saving features, such as the exclu- 
sive “Speed Level” keyboard, and car- 
riage return that’s automatic at the 





ELECTRIC 
TYPEWRITERS 
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touch of a key. Typing gets done so 
much faster, the IBM will be your 
favorite typewriter —for good! 


Earns praise for you — because the IBM 
gives you the world’s most beautiful 
typing. Your boss will bless the day 
you suggested calling the IBM man, 


So don’t wait—suggest it today! 


—OUTSELL ALL OTHER 


ELECTRICS COMBINED! 
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Made To Please 
~ TODAY’S 





SEA FOLLD 
BOLD 


America’s Favorite 
Lightweight Paper 


Clean, attractive SEA FOAM BOND 
is the secretary's ideal lightweight sheet. 
It lies flat, erases easily, and files com- 
pactly. 


Sea Foam's a time-saver, too — han- 
dies easily and gives the maximum in 
clear readable copies at one typing. 


You'll appreciate the attractive, eco- 
nomical box —no more frayed waste 
sheets — no more messy paper wrap- 
pings. 


Your work demands the lightweight 
sheet made with you in mind. Next time 
you need lightweight for second sheet or 


office forms, be sure you get SEA FOAM 
BOND. 


7/ GOLORS 


to choose from= 


If your stationery supply house 
doesn't stock SEA FOAM, send for 
samples on your letterhead. 









WRITE - 
Dept. T-1 


BROWNVILLE 
PAPER CO 
BROWNVILLE, 
NEW YORK 


SEA FOAM BOND 








Ask the Experts... 





Q. In business-law school. we learned that 
a debt, even as much as $15, may be paid in 
pennies alone. We recently heard. however, 
that there is a limit on the amount of coins 


debt. 
H ill you please clear up this issue for us. 


that may be given in payment of 


A. You studied quite correctly that all 
coins of the United States are legal ten- 
der. 

It is true that, under Title 31, United 
States Code dated 1926, paragraphs 459 
and 460, silver coins (dollars, half dol- 
lars, quarters. and dimes) up to fen dol- 
lars and coins 


minor and 


nickels) up to twenty-five cents were de- 


(pennies 


clared by Congress to be legal tender. 
However, under a section of the Agricul- 
tural Adjustment Act of 1933, “all coins 
and currencies of the United States... 
heretoicre or hereafter coined or is- 
sued shall be legal tender for all debts, 
public and private.” 





Q. When an 
letter 


is used in a 
word? 


{ttention line 
. should a colon follow the 


A. There 
erning the form of the 
a business letter. The 
are all correct: 
Attention of Mr. 
Attention: Mr 
Attention Mr. ................ 
In general, the last form is more often 
used strokes 


is no hard-and-fast rule gov- 
Attention line in 


following forms 


because it requires fewer 


and therefore is timesaving. 


QO. Will you please explain when to use 
x 

past and passed. Which is correct in this 
sentence, “... as 1 have in years (past or 


passed Mee 


A. Past may be used as a noun or an 
adjective, as in these sentences: 
as | have in years past.” (ad- 
jective following the noun) 

“In the past we allowed discounts.” 
(noun ) 

Passed, 
form. 

“He passed me on the street.” 


on the other hand, is a verb 
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s-ending word hard to pronounce, 


“She passed the 
evervone to see.” 


picture around for 


As you will notice, past refers to time 


gone by, while passed infers action. 


Q. At what age should a boy be addressed 
as Mister rather than Master? 


A. The title Master is usually dropped 





when a boy reaches age twelve. How- 
ever, if he is large for his age, Mr. may 
be used earlier. 
a ‘ 
I 
med hws gl, 

Q. Does 12:00 p.m., December 19, mean 
midnight or noon? If it is midnight, is De- 


19 the day 
the day following it? Also. 


cember preceding midnight or 
does a new day 


start right at midnight or one second after? 


A. If 12 p.m. is correct. then it would 
mean only midnight. December 19 would 


be the day that et with 12 p.m. A new 


day starts immediately after midnight 
12:01 (one minute after midnight, De- 


cember 19) would be December 20. 


However. | could find no authority for 


12 p.m. or 12 a.m. Every source that | 
have checked—dictionaries of abbrevia 
tions, Websters International, Nex 


York Times weather schedules, 
timetables—all seem to agree 
night be indicated as 12 mid., 

12 midnight. 
noon, 12 n, 


railroad 
that mid- 
12 midnt.., 
Noon is indicate 4 as 12 
or 12 M (meridian). 


some rules to 


QV. Will you please give me 
follou regarding the use o} apostrophes after 


singular nouns ending in 


S Ga &. such as 


Jones, boss, etc. 


Should the apostrophe be 
placed after the final s or z; should another 


s follow the apostrophe? 


A. To form the possessive of a singular 
add 
an apostrophe and s if a new syllable is 
formed in the pronunciation of the pos- 


noun that ends in s or an s sound. 


sessive: boss's desk: witness’s testi- 
mony; Charles's pen. 
If the addition of s would make an 


it is 
permissible to add the apostrophe only: 
Mr. Hawkins’ factory. 


order: Simmons’ 


Business English ..... E. Lillian Hutchinson 


Secretarial Practice ... Alan C. Lloyd This could be the most valuable addition 
Business Law ....... R. Robert Rosenberg to your business education 


Bookkeeping ........ J Marshall Hanna 
Typewriting ......... Harold H. Smith 

Business Arithmetic .. Vivian W. Kline PRACTICAL 
Shorthand .......... Charles E. Zoubek 


RUE toast iwucdies Gilbert Kahn Business Psychology 





— LAIRD AND LAIRD 





In forming the possessive of any noun The new Second Edition of a book that has proved exceedingly popular 
lial i not place the apostrophe where a chatty, informal presentation of business psychology is desired. 
enc £ Ss, ace 7 « Ss ; 


Mr Students are inspired by the simple but concrete approach and the engag- 
acai ing conversational style. They find the material so interesting that they 
continually read beyond the daily assignments. Valuable class discussion 
is automatically stimulated, and students become familiar with the im- 
portance of human relations in business. 


before the final s. It should be 
Burns’s message, not Mr. Burn’s mes- 


sage, 


Q. Frequently. I must type reports that 
two or more of my employers sign. and Interesting topics . . . 
I'm not quite sure whose identification primary vocational interests 
objectives for individual efficiency 
primary personal interests 

job enlargement 


job frustrations 


attributes of emotional health 
classes of psychological wants 
primary office functions 
psychological stresses in office work 
social mobility in business 


initials to use. | have been using the initials 
of the man who dictated the report—is this 


‘ orrect2 


{. When documents are to be signed by ; it : 
two or more persons, the usual practice In brief, it is a book with business atmosphere throughout. A blueprint for 
; being a better worker, a better supervisor, a better boss ... a prerequisite 


is the one that you have been using—to : 
for a happy and successful business career. 


show the identification initials of the 
dictator plus those of the transcriber. If 
the cosigner objects. however, then his GREGG PUBLISHING DIVISION 
initials may also appear. His initials fol- 
low the dictator's, separated by a diag- McGRAW-HILL BOOK COMPANY, INC. 


onal line: CHICAGO + DALLAS + NEW YORK * SAN FRANCISCO * TORONTO 
STR/LSM: avj 





‘ 
‘ 
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j the ; types her best 
iis using the 


). When I accepted my present position, < 
! understood that my duties would be steno- 


graphic. After a few weeks, however, my 


ro 


si 





employers needed a Vari-Typist and showed 


HANDLE PAPERS EASY 
TRY FREE SAMPLE 
TACKY-FINGER 


Greaseless, odorless, hygroscopic 
substance. Applied to fingers 
makes collating, handling of 
papers, invoices, money, 
foolproof. One application lasts 
long, but will wash off easily. 


me how to operate the machine. I advanced 
so rapidly that, when a new girl was hired. 
they gave her my stenographic duties and 
I now spend almost full time on the Vari- 
T'yper. As a result, my stenographic skills 
have suffered greatly. 

I really enjoy shorthand and don't feel 
that my employers have kept their word re- 
guarding my duties. Also, I wonder whether 


there is any future for Vari-Type operators Harmless, non-irritating, works 


or u hether / should lear e this job and find a @ all-Metal—one piece by — wrens nape _ 
stenographic position. @ “sight level” convenience air. Three months’ supply only 


@ holds postcard to phone book without tipping 50c retail. Try Tacky-Finger 
{ I | . k a l . li | | : | : . ; : at our expense now. 
. think It Is splendid that you have Today's secretary has found the Liberty Copy- 

















° ‘ . ‘ . : : CLIP AND SEND COUPON ON 
become skilled in operating the Vari- — Saar = ge man i ag LETTERHEAD FOR FREE SAMPLE 
T . ‘ . , — * . eliiein een adge vices to de ser. 
lyper. I am sur that there will alway: Designed so it puts copy in full view at correct SESSSSEEESERREEeeee 
be a need for well-trained, competent angle for easy, efficient work. Size: 7” wide, @ Evens Specialty Co., inc.—6041 Evens Bidg. @ 
+4 - : . ; 
\ari-Typists as well as for good stenog- 922" high, 5° base. So low in cost every typist B 1800 E. Grace, Richmond 23, Ve. 
‘ad ip in your office should have one. @ Please send FREE SAMPLE of @ 
ay ree ORDER NOW! If not available from your . a I want to see how it @ 
| do believe, though, that you should local stationer, order direct from— @ makes all paper handling easy 7 
talk with your employers before leaving . bal 
nrg a Perl ¢ a aioe BANKERS BOX COMPANY a" —-s 
“y elise re oT Pe 7 > » ao > “ae . P r P p sc . j ‘ 
go elsewhere. Perhaps they could give Stadt oot teria eaiotey BB Address a 
(Continued on page 50) 7am? Geevhemn Sears a Haale eR PRRs aa ew 
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OLE) 


EXCLUSIVE 


“CARBON -GRIPPER” 





1, PATENTEDSLOTS hold original, 
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THE BOSS SPEAKS OUT | 





Little “Extras” Distinguish 
Efhicient Secretary 


BY CLINTON 


LAU X, 


Director 


Sales Promotion and Advertising, The United States Life Insurance Company 


AY, WHO WAS that pleasant 
girl I spoke to over the phone 
when I called your office?” 

I sat up, chest out, smiled, and 
proudly announced, “That was my 
secretary.” 

So much of today’s business is 
transacted by telephone that it is 
of the utmost importance to have a 
secretary who creates a good im- 
pression as the liaison between the 
employer and outside callers. As 
soon as she answers the phone, the 
party at the other end draws a 
mental picture of what she is like. 
This may even carry over to the 
caller’s first impression of the man 
behind the secretary, making it 
almost a necessity for her to be 
pleasant and considerate to every- 


one who calls, either in person 
or on the telephone .. . be it 
executive, salesman, or personal 


friend. 


Goop TELEPHONE TECHNIQUE goes 
even further than answering calls 
in a pleasant, courteous manner. 
One of the most important things 
for a secretary to remember during 
working hours is never to leave 
her telephone or desk without ar- 
ranging to have someone take her 
place. Very often an employer may 
have to refer to an outside file 
while speaking over the phone. If 
he doesn’t know that his secretary 
is unavailable at the moment, it 
may cause him considerable em- 
barrassment to keep calling for her 
and get no answer. Besides causing 
personal consternation, this may 
give the caller an unfavorable im- 
pression of the office. Or, perhaps 
an employer is having an important 
conference and suddenly realizes 
that a telephone is ringing and not 
being answered. Maybe the call 
is unimportant, but the employer 
cannot know this . . . so he inter- 
rupts his meeting to answer the 
phone himself. 
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WHILE GOOD TELEPHONE TECHNIQUE 
is a necessity for almost every sec- 
retarial position, other job require- 
ments will vary in different firms. 
In the advertising department here 
at the United States Life Insur- 
ance Company, for example, there 
are many detailed operations con- 
nected with the various positions. 
There are deadlines to be met; 
many facets of a job must be inte- 
grated before an ad or release can 
be sent to newspapers and trade 
journals. The telephones in the of- 
fice ring continually; people are 
constantly coming and_ going; 
every day is a busy day. The sec- 
retary here is under pressure and 
works extremely hard day after 
day. 

There are other secretarial posi- 
tions in the company that are not 
so hectic—jobs that are relatively 
peaceful, except for an occasional 
telephone call or the sound of a 
typewriter. Because of this varying 
pattern in jobs, today’s secretary 
should analyze herself. Shorthand 
and typing skills are, of course, 
basic. And it’s the secretary with 
top-notch skills who will advance 
on the job. But, in addition, the 
secretary who wants to be happy 
in her job should ask herself 
whether her temperament is suited 
to a diversified job or whether she'll 
be happier in an office with a set, 
quiet routine. When looking for a 
position, she should consider this. 
Knowing herself is important if she 
is to find a job that she can really 
look forward to each morning. 


ASSUMING THAT HER SKILLS ARE 
FIRST RATE, and that she is adjusted 
to the tempo of her job, what, then, 
distinguishes the efficient secretary 
from her run-of-the-mill sisters? As 
a boss speaking out, I can say from 
experience that the little “extras” 
performed during a work day can 


add up to (Continued on page 62) 
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HE OTHER DAY, a top executive from a Minne- 

apolis manufacturing firm looked up from a rugged 
seminar session at the Marquette University Manage- 
ment Center, in Milwaukee, Wisconsin, to find a pretty 
girl bringing him a cup of coffee. He grinned, and she 
grinned back. “Coffee break,” she explained. 

The young woman had typed the brochure that had 
alerted him to attend the seminar, had made his hotel 
reservations, registered him, arranged his dinner, pro- 
vided a tape recorder for his remarks, checked his 
coat, mailed his letters, served as a guinea pig for 
& personnel experiment, and would eventually send 
his bill. 

“Just who is this angel, anyway?” he wanted to 
know. 

The sprite is hard-working, twenty-two-year-old 
Nancy Anne Tigue, with dancing brown eyes, a pas- 
sion for ketchup, a mind for details, and the gift for 
putting everyone from kitchen help to top executives 
at ease, as deftly as a good psychologist. 

Putting a new twist into “learning while earning,” 
Nancy has found a career in college—not academically 
speaking, for scholarship is strictly extracurricular 
for this pretty Midwesterner. Schoolgirl by night, in 
the adult education division of the University, she is 
a full-time career girl by day—secretary to Dr. Rus- 
sell L. Moberly and his three assistants, who direct 
Marquette’s unique Management Center, a division 
of the University College of Business Administration. 


Bur NANCY'S JOB DOESN'T STOP IN THE CENTER'S OF- 
FICES, which she shares with four other workers, Be- 
sides serving the four directors, she is Girl Friday 
to thousands of top executives—presidents, purchas- 
ing agents, industrialists, and businessmen from nine- 
teen states and many foreign countries who attend 
seminars, discussions, lectures, and conferences at the 
streamlined Center each year. 

For a year and a half after she was graduated from 
St. Joseph Academy in Des Moines, lowa, Nancy lived 
at home and worked in the claims department of a 
Des Moines insurance agency. Then, her sock stuffed 
with savings, she kissed her family all around and 
headed for Marquette University, to take a crack at 
college. 

At the end of her first semester, her capital run- 
ning low, she took a part-time job in the mailing 
department of a wholesale house while she carried a 
full Liberal Arts program, majoring in English. At 
the end of a year (in February, 1955) her money 
ran out altogether, and she realized she’d have to 
swap college for a career. 

“It actually takes about a year to feel comfortable 
in a city—to kick all the strangeness out of it,” she 
confided. “I was just getting started, you might say, 
when it was time to go home. 

“How I disliked the thought of returning to the 
claims office. There'd be a twenty-five-year pin to 
reward my efforts if I hung on that long; but I could 
picture myself getting into a hopeless rut long be- 
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fore that time. Besides, all my friends and my great- 
est interests were in Milwaukee now. I was really 
in a mental state over the big decision!” 

Her appetite for scholarship and independence 
whetted by a brush with the university world, Nancy 
made a compromise. Instead of going back to Des 
Moines to live with her family, she decided to have 
college and career, too, both of them on the Mar- 
quette downtown campus. 

“I knew I wouldn't make much,” she admitted. “But 
my father always says money isn’t everything.” 

She began with a typing job in the offices of the 
College of Business Administration. Soon this efficient 
young woman was assigned to help a professor with 
an arithmetic research project. She shudders at the 
recollection. “I'm terrible at figures!” 

Finally, a year ago, Doctor Moberly plucked her 
away from research to assist himself, his staff, and 
the hundreds of businessmen and industrialists who 
need a helping hand during their brief sessions of pro- 
fessional schooling at the Management Center. 

Each morning, while Milwaukee stirs sleepily in 
the chill, gray dawn and the foghorn snores loudly 
over the harbor, Nancy begins her long and hectic day 
with a peaceful twenty minutes at mass in the Church 
of the Gesu on the campus. By 8:30 she is mak- 
ing reservations, reminding registrants to appear for 
classes, checking hotel accommodations, unraveling 
red tape for out-of-town travelers, rounding up pro- 
jectors and other equipment for one or more of the 


Center's 125 programs—among her myriad duties! 


(Continued on page 52 





wt 


‘ 




































































































<> 

> : » 

appointment with 
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Some girls find a job with security. Some want one 
with a big salary. Others hunt for work that's easy. Nancy Tigue 
was looking for gold—but not the. kind that jingles in a pay enevelope; 
as secretary at a private Midwest university, she knows 
there aren t any fat endowments labelled ‘staff. Yet, along 


with her career, she has found a pocketful 


of other riches buried on the college campus. 
Coed 
ee 
Careerist 
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7:30 A.M. Each 
morning, Nancy stops at 
the Church of the Gesu 

on the Marquette 

campus to hear mass 
before she begins her 
secretarial duties. 


9:00 P.M. One of the 
reasons Nancy stayed at the 
university as a coed careerist 
was to take part in its 
lively extracurriculars, 
particularly the giant musicals 
always in production. Above, 
she finds a moment to relax 
during a rehearsal while 

the choreographer trains 

the chorus. 





7:00 P.M. 

After a long 

day on the job, Nancy ! 
turns to academics. 
This semester she is 


studying theology and “yf + » 






conversational Spanish | 


in the adult evening re : 


division of the 
university. 


- 
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5:30 P.M. Their days booked down to 
the last minute, Nancy and her roommate 
dash home after work, scurry around 

to get supper, and bolt to the bus stop for 
the half-hour ride back to class or rehearsal 
on the downtown campus. Coffee begins 
even before Nancy gets out of her coat and 
shoes (a ritual). Working alternately in the 
tiny kitchen, they can get a simple 

meal ready in 15 minutes. 





9:00 A.M. At work, she shares an office with four 
others in the headquarters of the Marquette University 
Management Center, where she keeps hundreds of 
registrations, billings, reservations, and other mailings 
running smoothly for the year ‘round 

management conferences. 


10 A.M. “Thirty-two for luncheon, Jeanie. Uh, uh, can’t have 


é = - . poppy-seed rolls. It gets under their false teeth. | know my father 
‘ always complains. And this does look like an older group...” 
‘ - Nancy checks the luncheon menu for the management group against 
4 ae 
j {i <7 her own —— sense, suggests substitutions. 





NOON. Leading lady on a lunch 
hour, Nancy dashes over to the 
little theater workshop behind the 
Business Administration Building 
while Caro! Kriesel, costume 
designer, does a quick fitting job 
for the spring extravaganza, 
Three Wishes for Jamie McRuin. 











4:00 P.M. Girl Friday to hundreds of the nation’s top executives, 

who attend conferences, seminars, discussion sessions at the 

Marquette University Management Center, Nancy adjusts an opaque 

viewer for the convenience of a speaker. During the same afternoon she 

may round up tape recorder and projector, register applicants, 

check coats, hunt an extra hote! room, book a flight to Tucson, and 

serve afternoon coffee to the “schoolboys” with the 

ease of a practiced hostess. 2:00 P.M. Actually, this college secretary serves four bosses who run 
' the Management Center, juggling her time between them and the 

hundreds of executives who attend the Center's courses each year. 

Seated, from left, the business experts are: Dr. Russell L. Moberly, 

Center director, and Dr. Marvin E. Mundel, vice-director. 

Standing: Evan D. Scheele, assistant director, and 

Dr. Milton Gordon, associate director. 
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How to be Habitually 


VER NOTICED that the executives and 
the other successful people you come in 
contact with have many qualities in common? 
Sure—they’ve all been in the business for a 
number of years; they all know their jobs 
inside out. But, in addition, they all have 
certain characteristics, certain habits, that 
have helped them win their VIP ratings. 
Some of these success-insurance habits have 
been listed here. They all are easy to acquire. 
Undoubtedly you have many of these traits 
already—or could have if you made the effort. 
If you concentrate on putting them into prac- 
tice regularly, youll find that they will work 
for you just as they ve worked for those you 
admire. You won't have to think about creat- 
ing a good impression, because youll have 
made impressive behavior a habit. Youll be 
well on the way to a private-office rating for 
yourself, 


1. Empathy Means Everything 

Nobody who’s anybody can get along with- 
out empathy—the valuable ability to share the 
feelings of others. The more different people 
are from you in their ways, their thinking, 
their beliefs, the more important it is for you 
to try to understand how they feel. You may 
totally disagree with a person; but, if you un- 
derstand how he teels, you can at least get 
along with him, perhaps even appeal to him. 
Empathy is the greatest asset in the world for 
getting along with others—with dogs or cats 
or parakeets or vice-presidents. 


2. Be “Loaded with Extras” 

You, too, can live up to the ads that proclaim 
“loaded with extras at no extra cost.” Just make 
it a habit to go out of your way to be helpful. 
Successful people always do their jobs well— 
and then they also do a little more. Whenever 
you perform the little favors that aren't ex- 
pected of you, you’ve made someone more glad 
to know you. It’s the little thoughtful favors 
that count—perhaps stopping off on your way 
back to your desk to pick up some papers for 
somebody else. It might be taking a moment to 
say something pleasant, to offer a small compli- 
ment, or to inquire about a person’s health or 
family. It needn't be any great sacrifice of your 
time or effort. It’s your thoughtfulness that 
counts. 





Successful 


3. Keep Growing 

Are you constantly learning and improving? If not, 
you may well be on a treadmill of mediocrity. Suc- 
cessful people are always open to new ideas and are 
looking for ways to improve themselves and their work. 
And when you stop improving, you don’t just stand 
still—you slip backward. You begin acquiring bad 
habits. Do you consistently try to improve your secre- 
tarial skills? Are you learning more and more about 
your company’s business? And, on the personal side, 
are you enriching your life by exploring more out- 
side interests? 


1. Let Your Enthusiasm Show 

Everybody likes the person who emphasizes the 
positive, who is enthusiastic about something she sin- 
cerely likes. We sometimes are a little too free in con- 
veying our gripes and complaints. We don't gain any- 
thing that way. You can't help liking the person who 
minimizes irritations and who is frequently enthusi- 
astic about pleasant things. Enthusiasm is contagious: 
it breeds a feeling of harmony and co-operation. When- 
ever you hear or see something praiseworthy about 
someone, make it a point to let that person in on your 
appreciation. 


5. Develop the Diplomatic Approach 

Very often it’s not what you say; it’s the way you 
say it. Sometimes you are forced to criticize, “I had 
to tell her that for her own good.” Maybe; but the 
blow needn’t have the force of a nuclear explosion! 
Be carefully considerate. Even compliments can be 
ruined by a backhanded approach, a lack of enthu- 
siasm, or an unpleasant manner. 


6. Take Time Out to Listen 

Do you take time to hear the other fellow’s ideas 
—or do you create your own sound barrier? If you 
often find yourself monopolizing the conversation or 
jumping in to have your say first, heed the whistle of 
the fast express and come to a complete stop, look, 
and listen for a while. 


¢. Get in the Groove 

Most of us have established a satisfactory daily pat- 
tern of living. That’s fine—and basic to success. But 
success in our jobs and in our personal lives demands 
a few changes once in a while—changes for the better. 
It's refreshing to try occasionally a new way of doing 
something, new friends, new experiences. Fear of fail- 
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by John Whitcomb 


ure or of the unknown keeps many people from at- 
tempting new things; yet an occasional failure is not 
always bad—you may learn more from it than you 
would from a successful experience. There’s a big 
difference between being in a rut and being in the 
groove. 


~ 


8. Never a Putter-Offer Be 

The easiest way to enlarge a problem is to put it 
off until tomorrow. A habit of tackling problems at 
the proper time brings success; a habit of postponing 
problems or refusing to face them leads to failure and 
a retreat from reality. It only makes the problem more 
troublesome and more complex. Sometimes the wrong 


~ 


decision is not nearly so bad as doing nothing and 
making no decision at all. 


9. Be Sound of Mind and Body 


Do you have good mental and physical health habits? 
To be successtul, you must have stamina, You need to 
be able to stand the physical and emotional] challenge 
of rush jobs. And you must be able to do this without 
forsaking your charm or your appearance. Here are 
some points to consider: 

A. Do you eat three wisely chosen, well-balanced 
meals a day? 
B. Are you always clean and neat in your person 
and dress? 
C. Are you generally pleasant and cheerful with 
your co-workers in the office or with your family 
at home? 
D. Are you emotionally stable? Day-to-day contacts, 
especially under modern business conditions, can be 
very trying. When someone gums up the office rou- 
tine and makes you late for lunch, does your blood 
pressure rise? Or when someone won't go along with 
your well-thought-out plans for Jane’s luncheon, do 
you go around feeling hurt? 


10. Will Success Spoil You? 

Being the top secretary or the newest junior execu- 
tive in the office has some of the same occupational 
hazards as becoming a top movie star. If you tend to 
feel smug and important because you are higher up, 
know more of the ins and outs of the job, or have been 
there longer, it'll show in your attitude, Feeling im- 
portant will help your ego, but it won't make you 
well-liked if it shows. 

The first nine points will help you gain success, but 
failure to remember the last one can ruin all your 
achievements. 
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PPLE GREEN, white, gray. Standing in the door- 
A way of the apartment, color chart in hand, the 
two young Manhattan secretaries surveyed their future 
home, three rooms—a large (21-by-17-feet) living 
room, medium-sized bedroom, kitchen, foyer, and 
combination dressing room and bath—beautiful par- 
quet floors, sparkling light fixtures. Everything was 
shining and everything was so bare. 

Since most of the light in the apartment came 
from the north, they decided to make the living room, 
bedroom, and foyer a warm, rosy beige. Appropriately 
enough, the shade they selected was called “dawn.” 
Building regulations specified that the kitchen and 
bath be done in white, With nothing more definite 
in mind than a vague notion of “warm modern,” they 
settled on furnishing the bedroom as their most im- 
mediate need and began the first of many shopping 
expeditions—some rewarding, a few disappointing, 
many aggravating, others stimulating; but all, fun. 

Keeping the general area in mind, they bought 
Hollywood beds in a 33-inch width. In order to allow 
as much walking space as possible, they eliminated 
headboards and placed the beds in an L-arrangement. 
But, when shopping for bedspreads, the girls began 
to wonder whether they had been quite so clever—the 
beds were too narrow for even twin-size spreads. 
Temporarily discouraged, they made a tour of linen 
departments and finally hit on the idea of using bed 
throws (double-bed size) without the customary dust 
ruffles. The quilted throws (in a soft shade of tur- 
quoise, with ball fringe) were perfect for the narrow 
beds, clearing the floor by about half an inch on all 
sides. 

The problem of adequate storage space was solved 
by getting two unfinished chests of a simple design 
that could be painted to match the walls. (Since 
the bedroom was small, only one of the chests was 
placed in this room. The other was used for the 
living room.) Floral-print draperies in pink, turquoise, 


TODAY’S SECRETARY e April, 1956 








A “make-it-yourself” bench, covered with three cushions, also 
serves as a table when entertaining friends for dinner. 
Record cabinet and chest were painted to match walls. 




























Tu Oo large clos- 
ets, plus a linen 
compartment in 
the bathroom, 
provide more 
than ample 
storage space 
for the two 
young Manhat- 
tan secretaries 


and white; a mirror to put above the chest, scatter 
pillows in assorted pastels, a pink pottery lamp, a 
white shag rug—and the room was almost complete. 
Problems of budget made it impossible to add anything 
further to the room, but the girls mentally calculated 
that in a few months they would be able to add 
Degas prints for the walls that would pick up the 
colors of the spreads and drapes and the glossy natural 





wood of the floor. 

Anticipated overnight guests, including out-of-town 
members of both families, indicated that a combina- 
tion sofa bed for the living room might well be in 
order. After much looking, the two decorators chose 
an Englander combination unit in a model that might 
be adapted to either modern or traditional furnishings 
and would comfortably accommodate two adults. They 
were even more pleased to discover that, custom- 
covered in a fabric of their choice, it cost little more 
than a regular sofa. For this most important piece, they 
selected a slubbed finish in a rich gold. 





19 





Carrying on their decorating theme, the girls bought 
end tables in a rich walnut. Low, with a single drawer, 
the tables could also be used as night stands in 
a bedroom if so desired. Remembering the need 
for ample light, they selected table lamps with a 21- 
inch base. The lamp bases are white, in a crackle- 
finish; the shades of heavy white shantung. 

How to have draw draperies that would cover the 
three windows at the north end of the living room 
when drawn and still to keep costs down, was a tem- 
porary stumbling block. They finally decided to pur- 
chase three pairs of drapes (six panels) and sew them 
together into one pair of drapes (with three panels in 
each curtain) large enough to cover the entire area. 
They selected an inexpensive, lightweight, and wash- 
able fabric in a champagne color. 

\ series of “do-it-yourself” ads and a venturesome 
spirit resulted in a combination bench and, on occasion, 
dining table. To construct this piece, brass-tipped legs 
(six inches high) were bolted into a panel door ( avail- 
able unfinished at any lumber yard). After this had 
been done, the bench was given two coats of varnish 
in a walnut finish. Three cushions in gold and royal 
blue made seating more comfortable and provided 
color contrast in a faintly oriental manner. When 
properly set for dinner, the unit became a dramatic. 


modern serving table. At these times. the cushions 


Window bench seen on preceding page is used here for informal dining. Hostesses 
and guest sit on pillows. Englander couch in background opens up into 
a double bed for overnight visitors. 


were placed on the floor for guests’ comfort. 

A trip to an unfinished-furniture center solved the 
matter of proper storage facilities for an extensive 
collection of books and records. For the books, they 
bought three double-shelved cases and, instead of 
placing the units side by side, they decided to stack 
them one on top of the other, making a center 








The small bedroom was mad: 
more spacious by purchasing 
beds in a 33-inch width and 
eliminating headboards 
Turquoise spreads 

are actually throws for 


double beds 





Three double-shelved bookcases, 
stacked on top of each other, 
provide center of height 

as well as color 

for the living room. 


of height as well as color in the room. When 
looking for a record cabinet, both girls were delighted 
to find a cabinet to match the chests they had _ pur- 
chased for the bedroom. It was after some experi- 
mentation that they decided to move one of the chests 
into the living room and use it beside the record 


cabinet. Placed beside each (Continued on page 58) 
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appointment. with 
today’s secretary... iN MILWAUKEE 
. J 
| CAN’T THINK of anything worse than an 


‘ 


incompatible roommate,” exclaimed Nancy Tigue. 
A Des Moines girl who came to Milwaukee 

two years ago for college and stayed 

for a career, Nancy has found that one of the 


biggest secrets to a happy home away from home 


is the careful and thoughtful selection 

of a roommate. 

For the last eight months, the secretary has 
happily shared a four-room garage apartment 
with 26-year-old Pat Crowley, a secretary in 
Marquette University’s Liberal Arts office. 

Like Nancy, Pat is a night-school student, and sings 
in the Marquette musicals. Originally a 
Milwaukeean, her family (oddly enough) moved to 
Des Moines last year, leaving their daughter in 


Milwaukee to continue working and schooling. 


The girls met last spring when they both were 
chorus members in Annie Get Your Gun. 

By midsummer, they realized they had many 
joint interests. Then Nancy, who had lived in a room 
and a co-operative apartment, was about to 

lose another set of roommates. So was Pat. 


Slate] dlarcme)aieMesialeles. ‘Malays: 


“| owe the kitty two dollars.” “You owe me for the paper boy.” 
“1 owe you for the milkman.” “And no one paid the 
telephone bill last week.’ “They're gonna take that away 
from us one of these days.”’ 


In which Nancy Tigue offers 
some sage advice on 
selecting and living 


Le | roommate. 
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“She invited me to dinner one night. I couldn't 
get over her cute apartment. And then she asked me 


C7 
aS 
Lt 
ve 





if I'd like to come to live in it.” 


DESPITE THEIR DIFFERENCE IN AGE (Nancy is only 22), 
the young women both maintain that compatibility is 
much more important. That doesn’t mean they're alike 
temperamentally, Nancy pointed out. Pat is serene 
and quiet; she likes to play bridge, and her friends 
wonder how she can stand living with anyone like 
Nancy, who “bounces” all the time. Nancy is viva- 
cious, gregarious, likes to get up at 4 a.m. for fishing 
trips—and her friends wonder how she can stand 
living with anyone as quiet as Pat. 

“But basically,” Nancy said, “we’re pretty much 
the same.” With their hectic lives, their full work 
schedules, and tight budgets, nerves could fray and 
tempers flare. Without two personalities that are 
attune, the girls admit, life could be miserable. 

The most important trait for a roommate, Nancy 


though!” The 


“Who could ever afford that? It’s nice to look at, 
girls jest with their favorite butcher 
but stick to ground beef, frankfurters, less expen- 

sive cuts of meat that cost less, cook quickly. “He 
knows just what we're going to order,” Nancy chuckled. 
Meals are planned, and shopping is finished on 
Saturday afternoon so that the busy pair won't 
have to waste time during the week. 
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“Imagine, a seven-inch screen and two dozen buttons,” 
giggled Nancy. The roommates catch a quick look at 
television while they hurry through supper. Later, 
after rehearsal or class, they'll take time for a 

leisurely snack, a chat about the day’s delights, and 
a late television show. “Just don’t mind our little 
card table,” Nancy shrugged, without apology. “We 
can't afford a new one.” 





pinpoints as follows: “She must be understanding. No 


one is perfect. I think you should find someone who 
will recognize your faults and accept them. Some kids 
say there’s no trouble, ever. Huh! That's why I 
wouldn’t want a roommate who thought I was just it, 
because I’m not just it.” 

“You should have the same interests,” added Pat. 
“Not that youre going to do everything together. 
But you should be able to come home and talk about 
what happened and have the other person interested.” 

“Sense of humor,” they both chorused. 

“Sometimes that’s the only thing that pulls us 
through,” grinned Nancy. “I enjoy someone who can 
‘goof off now and then. Lots of kids I know wouldn't 
be fun to live with. 

“I like someone who likes to do things,” she con- 
tinued. 

“Being able to trust one another is important, too,” 
said Pat. “After all, you confide things to your room- 
mate that you don't confide to anyone else.” 















The young women often go to parties together, ride 
to and from work together, eat lunch occasionally, and 
often sing together for programs and conventions. 
But each maintains a separate circle of friends, and 
they date and entertain separately. 

In the beginning, they nodded, there are always 
adjustments. 

“Nancy's always bounding around, It took me a 
while to get used to it,” said Pat. 

Nancy has learned to silence her early-morning 
chatter. 

“Pat just doesn’t like to talk. We bump into each 
other, we eat breakfast, we walk to the bus stop, we 


get on the bus, we sit down. Silence,” Nancy giggled. 
THE GIRLS’ APARTMENT is tucked over a garage on 
Milwaukee's fashionable East Side. “We call it the 
coach house. It sounds more villagey,” confided 
Nancy. Of course, apartments, even delightful nooks 
such as theirs, are seldom like the homes left behind. 
Closet space is tight; hat boxes reside under the bed. 
Cleaning sometimes slides for two weeks when both 
are busy, and there is never a mother waiting with 
supper on the table. Little things like laundry, ironing, 
shopping, cleaning, the shoemaker, become major 
problems and eat up precious time and energy. 

“Somehow, with two of us working, it isn’t quite so 
bad,” chirped Nancy. 

The girls usually set aside Saturday afternoon 
for their shopping and scrubdown. Each takes two 
rooms of the apartment to clean; then they make the 
rounds of cleaner, shoemaker, grocery. Shopping is 
done judiciously, with purchases figured out ahead 
of time. The young women confine themselves to in- 
‘xpensive, fast-cooking cuts of meat, small cans of 
vegetables to avoid waste. They seldom eat potatoes 
x bread but stock up on fresh fruits and vegetables 
in season, 


They get meals jointly, one shuttling back and 
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Every two weeks, one of the girls makes the supreme 

sacrifice of battling early morning crowds with a 

bag of laundry, bulky as a buddha. The dirty clothes 

are dropped off at the laundromat on the way to work. 
By evening, they are washed, dried, and folded, 

C ready for the other roommate to pick up on her way home 


forth to set the rickety card table in the living room 
while the other stirs and concocts in the kitchen. “The 
kitchen isn’t big enough for both of us—unless we're 
standing up doing dishes. 

“I’ve even learned to cook since I came to Mil- 
waukee. I couldn't cook pork chops, or anything, at 
first—I always had an older sister who did it. 1 didn’t 
know how long to leave a roast in. I remember the 
first one—we ate it layer by layer.” Now Nancy can 
get a simple meal and—most important to her room- 
mate—can make delicious coffee. 


THE BIGGEST PROBLEM THE GIRLS SHARE is their wobbly 
budget. Both are on slim salaries at the University. 
“We both run out of money at the same time,” ex- 
plained Nancy. 

Their greatest headache—the very roof over their 
heads. “Here we are working in one of the lowest 
income brackets and living in one of the city’s 
highest rental districts,” wailed Nancy. But then she 


Saturdays, the compatible roommates indulge themselves 
by sleeping until noon. Then they dig into the chores 
with determination, dividing cleaning and other duties 

in their four-room, furnished, garage apartment. 

“It's kind of nice to live like this,” said Nancy. 

“It’s like having our own little house.” With space at a 
premium, cleaning equipment resides in the upstairs hall. 





to 
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Making her slim salary stretch is one of Nancy’s 


biggest headaches. Pete the Pig helps along 

in emergencies. “Once, right after Christmas, we lived on soup 
and the pennies from our piggy banks for a whole week,” 
exclaimed Nancy. “We can laugh about it now,” she grinned. 
“But we sure are learning a lot about budgeting.” 


grinned, “But we do love it! It’s like our own little 
house, At Christmas time we decorated it, and Pat 
made a kissing ring from mistletoe. And we have a 
magnolia tree in the back yard Pans 

Nancy’s salary, after taxes, is $166.10 a month. 
Her major expenditures are $52.50 a month for her 
share of the rent, $20 a month to the kitty for utilities, 
phone, newspaper, food, and other household ex- 
penses, and about $10 a month for transportation. 

When she plans to go home for a vacation or holi- 
day, she has to start saving a pay check or two ahead 
of time. “A $25 train ticket is just too much out 
of one pay check.” Winter coats, suits, and other 
major items are purchased on layaway so that she 
doesn't have to pay her bills all at once. 

The roommates have learned to live simply, keep 
their entertaining inexpensive, too: Hot chocolate 
after Christmas carols, a pizza party instead of a 
full-scale dinner. But, even with judicious spending, 
the kitty sometimes squeaks at the end of the month. 








“I remember once when we lived on the pennies in 
our piggy banks for a whole week. We'd shake ‘em out 
each morning. One noon we had one peanut butter 
sandwich between us. When you're down to practically 
nothing, you don’t worry about balancing your meals. 
It’s funny now when I talk about it. But you learn 
a lot. And sometimes you just can’t make the money 
stretch. When you plan a budget, you don’t think 
about Christmas presents or bridal showers. 

“I'd love to start a savings account, but I just 
can’t manage it on the salary I get,” added Nancy. 
She counts her investments, instead, in education, 
friendships, contentment. 


ONE OF THE NICEST TIMES OF THE WEEK, the girls agree, 
is Sunday morning breakfast—bacon, eggs, coffee, and 
good talk. Perhaps a song or two, a bit of poetry, a 
review of the week’s work. 

In the last two years, Nancy has found independ- 
ence, learned how to cook, to budget, and to make 
ends meet. But one of her most important lessons, she 
said, is that she has learned to make up her own 
mind. 

“If you live with your parents al] your life, you 
can't help but lean on them for decision making and 
lots of other things. The first thing I noticed when I 
left home was that every time I turned around I had 
to make a decision. There was no one to take me by 
the hand and help me do it. Not even a roommate 
can do that,” she added. 


There's rarely a moment to relax. But when she man- 
ages to squeeze out a little lazy time, Nancy wants 

it filled with music. Her choice, excerpts from 
America’s best-loved musicals. 
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The Personnel Touch 





BY KAY BUTNER 


Personnel Director, Popular Science Publishing Company 


Pet Peeves and Their Solution 


ECENTLY, I had lunch with 

four well-paid executive sec- 
retaries, Inevitably, the conversa- 
tion turned to their jobs, and I 
asked them about their pet peeves 
against their fellow secretaries. 
Just what traits did they consider 
most annoying and most disruptive? 
Almost unanimously, they agreed 
on the following: 


First OF ALL the forever-borrowing 
secretary. This type never seems 
to be equipped with stationery and 
supplies. It’s much easier for her 
to interrupt you and ask for what 
she needs than to make a trip 
to the supply room. She borrows 
letterheads, carbon paper, erasers, 
clips. She uses your pencils, your 
stapler—and nine times out of ten 
she forgets to return them. 

How to deal with a constant bor- 
rower? There’s really only one solu- 
tion—turn down her requests, Hurt 
feelings may result for a day or two; 
but, eventually, you and the bor- 
rower will be happier. 

Sometimes the borrowing may 
even go beyond that of office sup- 
plies and stationery and extend to 
money and clothes. You may want 
to help a fellow worker in a tight 
spot. But beware, for such requests 
may come frequently and grow to 
be a burden to your budget. 

The gossiping secretary. This 
girl always has something more 
fascinating to tell than any of the 
other girls in the office. It may 
be simple gossip about people, 
colorful elaboration about her per- 
sonal life, or—more dangerous— 


confidential information gleaned 
from her boss. 

Naturally, you can't help but 
become friendly with the secre- 
taries who share your office. Often 
they become personal friends of 
yours. But it’s wise not to waste 
office time discussing matters  ir- 
relevant to business. If you work 
with a gossiping secretary, it will 
be better not to encourage such 
talk or contribute anything to it. 
In a short time, she will sense that 
her conversation is not welcome 
and seek another listener. 

The much-too-glamorous—or 
much-too-unglamorous — secretary. 
This secretary is well liked and does 
a good job, but everyone talks about 
her because of her appearance. She 
may overdress, wear sheer, sheer 
blouses, or use heavy perfume. Or 
she may dress sloppily, wear not- 
quite-clean blouses and collars, or 
not smell as sweet as she should. 

It’s a touchy situation to deal 
with; but, when handled with tact 
and perseverance, one secretary can 
help another. Try to interest her 
in one of the magazines written for 
the working girl. She can't help 
but get fashion and beauty ideas. 
You might talk about a dress you 
saw advertised that would be ex- 
tremely becoming to her. Or you 
might invite her on a shopping trip. 
Such actions on your part may help 
a secretary to hold a job that she 
might otherwise lose. 

The disappearing secretary. This 
girl is seldom around when she’s 
needed. You may find yourself 
going into the ladies’ lounge to 
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get her when her boss buzzes, or 
you may have to answer her tele- 
phone. After this happens several 
times, probably the only thing to 
do is to speak to your co-worker 
and tell her that you don’t mind 
such interruptions occasionally but 
that they interfere with your work 
when they occur frequently, 

The emotional secretary. She 
is the secretary who from time to 
time displays more than a normal 
amount of emotion, whether it be 
temper or tears. You, yourself, 
may not be the cause of these 
tantrums; but, if you share an of- 
fice with this girl, you may be 
subjected to her actions or even 
be the target for her blowups. If 
youre wise, you remain calm and 
say little. If you are the target 
of her emotional upheavals, say 
nothing while she explodes. But 
the following day, when she has 
calmed down, you might present 
your side of the story so that she'll 
not continue to use you as a target. 


IN EVERY OFFICE you will find peo- 
ple with divergent personalities 
and habits. Only when you feel that 
their idiosyncrasies affect your 
work, should you attempt to change 
them. Solving these problems can 
be quite satisfying. Although it 
takes discretion and diplomacy on 
your part, your reward will be 
pleasanter working relations with 
your associates. And you'll be ad- 
ding to your stature as a secretary 
—for, it’s up to you, and not the 
boss, to find a solution to your 
pet peeves. 


to 
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DR. ALAN C. LLOYD Suggests Some 


TYPIST has a thousand and 
one uses for 5-by-3 cards. A 


secretary has even more. Some ex- 
amples? Well, try these: 


i. To insert a thick carbon pack, 
first start a card under the cylinder 
—insert the card about half an 
inch. Then, insert the pack between 
the card and the cylinder. As you 
turn the cylinder, the card goes 
ahead of the pack, helping it get 
past the paper rollers under the 
cylinder. A lot easier than using, 
as some do, an envelope or folded 
paper for the same purpose. 


2. To hold a small paper (label, 
for example) firmly while you type 
on it: Insert a card, bringing it 
up and around as far as the line of 
writing. Insert the label between 
the top edge of the card and the 
front of the cylinder. Turn cylin- 
der back, drawing in the label—the 
card squeezes against it, holding it 
tightly. You can type almost to the 
bottom edge of the label. 


33. When you brush the lint and 
dry ink off the type faces, do you 
brush in or out? If in, lay a card 
over the type bars; it will catch 
the clogging specks of inky dirt 
that might get into your machine. 
28 


If out, hold the card between you 
and the bars, as a shield. 


4. When you change a ribbon, in- 
sert a 5-by-3 card first. It pro- 
tects the cylinder (you'll be sur- 
prised when you see how dirty the 
card gets!) and may help to hold 
up the ribbon carrier, to make 
threading of a new ribbon easier, 


«be The most universal use of a card, 
I suppose, is as a shock absorber 
for erasing. A card, placed on top 
of the carbon and under the sheet 
being erased, will bear the weight 
of the eraser, stop smears on the 
carbon copy below. 


G. But did you realize that the 
best way to clean the eraser is to 
rub it on a 5-by-3 card? 


7 When many sheets of paper are 
stapled, the first and last soon tear 
off. To avoid that, scissor off half 
a card diagonally; then fold the 
top part down about % inch, lay 
it over the corner of the paper 
pack, and staple right through it. 


%. Type office extension numbers 
on a slice of a 5-by-3 card; tape it 
to the front of your telephone. 

9. Most typists tape helpful in- 
formation onto their copyholders— 
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CARD TRICKS 


staff home phone numbers, for ex- 
ample; or a letter-placement guide. 


10. Some typists build a whole 
“visible index” of overlapping cards 
on their copyholders. Cards may be 
used longwise or sidewise to cover 
such information as this (11-16)— 


Ei. Explanations of abbreviations 
your dictator uses often; 


§2. Directory of company exten- 
sion numbers to call when you need 
service, help, or information; 


2:3. Arrangements of signatures 
preferred by dictators (other than 
your regular boss) for whom you 
do transcripts once in a while; 


14. Schedule of no-other-appoint- 
ment hours of your employer; 


13. Any special typing helps for 
jobs that pop up regularly; and 


1G. Personal phone numbers your 
employer thinks you remember. 


I7. Ever send photographs to 
newspapers or magazines? The 
right way to identify the pictures is 
to type the information on a card 
and tape it to the back of the pic- 
ture—one piece of tape at each 
corner. 
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E. LILLIAN HUTCHINSON 


Plural, Possessive, or Contraction? 


1. whose 3. IOU’s <2 ¥, 


2. who's 4. yours 6. the 1920's 


Letters That Sound Like Words 


Placing “Only 
in parentheses following each sentence. 


|. We are preparing estimates for the next three 
vears. No longer. ) 


2. She teaches transcription in our high school. 
(No one but she teaches it. ) 

: ae en are 

3. | should appreciate your giving me what be- 


longs to me. (That which. ) 
t. The chairman appointed three committee 
members. (No more than three. ) 


Is It “Shall” or “Will”? 
Select either shall or will to express simple futurity in 


l. We 


report before Monday. 





teeta eee not be prepared to make a complete 














_ 2 opener step this way, 1 sisisasscsses be able to 





help you. 








a) | ae be 





postponed because of the 





illness of the chairman. 








A.’s | report ) i 


Many letters of the alphabet, as pronounced, also indic: 





(KEY TO TEASERS ON PAGE 50) 


ords / can be teasers 


Which of the following words are plurals. which possessives, and which contractions? 


there’s 9. do’s and don'ts 


8. its 10. you're 


ite complete words. How many can you name? 


In each of these sentences insert only so that the sentence expresses the meaning indicated by the words 


5. The chairman appointed three committee 


members. (Did nothing else. ) 

6. | urged him to try for the scholarship. (Not 
tor the loan. ) 

7. The 


(Did not repair any other equipment. ) 


serviceman repaired the refrigerator. 


8. Miss Wilcox can sign for packages delivered. 


(No one else can sign. ) 


the following sentences. 


Bs MO aitcidsncebean have time to open the mail. 

Ee serisemione not be permitted to return. 

1G. WAN ROOT cc iccsccsses be chairman. 

De OD cacicscarseuse be asked to select the winner of this year’s 
contest. 

8. All emplovees .............. receive a bonus. 





Choose the Opposites 











lL. careful 


2. diflerent 





3. complicated: 5. 
4. objective 6. 
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Give a word that has the opposite meaning for each of the following words. 


receive 9. east 
10. sate 


meaningless 
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SALARY WITH THE FRINGE ON TOP 





F YOU'RE STACKING UP the possibilities of your 
| present job against those of a potential one, or 
if you have a shiny new diploma and for the first 
time are about to knock on a door marked Personnel, 
you might be wise to give a few quiet moments to 
considering what you want from a job. 

Like most of us, do you think first of the amount 
of the salary? What about the extra benefits that 
may put more money into your pocketbook? Don't stop 
computing your salary after subtraction—of income 
tax, Social Security, or unemployment insurance. Re- 
member, there’s addition to be done, too. 

You increase your income when you get lower rates 
through your company for hospitalization or life in- 
surance. Other extra benefits are sometimes hidden. 
Let’s have a look at these extras that may add to 
what's actually in the pay envelope. 


Educational Benefits. Many companies have an on- 
the-job training program that offers employees a con- 
crete chance to advance. You may receive training in 
new skills or develop aptitudes you already have. You 
may be able to move from the stenographers’ pool 
in a law firm to the desk of a legal secretary. If you're 
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there’s more to 
your salary 


than the figures on 
your pay check 


ambitious and ready to give time and energy to the 
project, you may even be able to transform yourself 
from Girl Friday for an advertising salesman to copy- 
writer! 

Does your company have such a training program 
for those willing and able, and does it have a promo- 
tion-from-within policy? Does it have periodic job 
reviews, merit increases in salary? Perhaps a word 
here to the wise: Think carefully of the job to which 
either extra training or your present position may lead 
you. Is it one you'll enjoy when you reach it—is it 
what you really want? 

More and more companies have established Tuition 
Plans. These enable you, with the company’s help, to 
take courses related to your job or to your job expect- 
ancy. These firms are ready to discuss your plans 
and advise you. They will supply you with school 
catalogues or will help you obtain those that interest 
you. 

Some plans will lend you money without interest, 
and with easy payment terms. Some will pay the entire 
cost of the course—provided you pass. 

If you work at a college or university, you'll often 
find much free tuition available. So, if you’re eager 


0 








for more education or another degree, you might 
seriously consider getting it that way. 


Health Benefits. Some benefits are important be- 
cause you receive them when you need them most. 
Among these are sick leave with pay, hospitalization 
(paid by group insurance, which is less expensive than 
individual rates ), and the company blood bank. 

Another benefit helps you to avoid needing sick 
leave. This is your firm’s health office where employees 
may see a nurse or consult a doctor without charge. 
There's real saving when the nurse takes care of your 
poison ivy or the doctor orders a free shot of peniciliin 
for your cold. There's safety in being able to have that 
small infection in your finger treated without delay. 
There's reassurance when the company doctor confirms 
what your own doctor has said. 

A company cafeteria is another wise contribution to 
employees’ health—especially to the girls who are some- 
times tempted to buy a new hat by skimping on lunch. 
Then, too, a company cafeteria can make extra money 
actually jingle in employees’ pockets. This can be 
important to the budget-conscious, who may eat a sub- 
stantial noon dinner at very low cost and later have to 
buy only a light supper. 


Savings Benefits. Most companies want to help you 
to save. They ll make it easy to purchase U.S. Savings 
Bonds through payroll deductions. Some firms have 
stock purchase plans as well. 

To encourage systematic saving, some have thrift 
funds to which theyll add a percentage of what you 
deposit regularly. They may even freeze part of your 
funds or restrict your withdrawals to certain times. 
On the other hand, when you need to borrow money, 
credit unions may make it possible for you to do so 
at low interest rates. 

Companies with a legal staff usually offer you legal 
advice without charge, or the services of a Notary 
Public free. You may obtain information about Social 
Security and state disability laws, and how to get 
along with your landlord. If the organization is a 
large one, they'll try to get an expert from the Federal 
Income Tax Bureau to come to the office and assist 
you in computing your return accurately. 


Spending Benefits. On the other side of the coin, 
youll find some companies will help you spend your 
your money wisely, and you save when you stretch 
your dollars. If your firm has a department called 
Employee Services, youll find a rack there full of cou- 
pons, catalogues, and pamphlets, for you—sometimes 
even passes to a show. You will be given special credit 
cards for local stores offering discounts to employees 
of your company, lists of where-to-buy-what at bargain 
rates, and assistance in finding a place to live. 


Social Benefits. Some companies will help you to 
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make friends and enjoy them. You may appreciate this 
most if you ve just moved to a new town. But whether 
you have or not, making new friends and enjoying old 
ones can be pretty valuable. Among the after-hour 
activities offered may be bowling, softball, bridge, 
dinner dances, dramatics, and theatre parties; and lan- 
guage classes at low fees. Companies sometimes have 
swimming pools and tennis courts of their own; some 
actually maintain a country club. 


Vacation Benefits. You may want help in planning 
the two weeks following that special Friday when 
you temporarily turn your desk over to someone else. 
As secretaries, to help you enjoy these weeks (most of 
us get vacation with pay) many firms collect travel 
tips and data on economical package vacations, Some 
have holiday houses that offer extremely low rates. 


Benefits for Future Security. Perhaps you think of 
savings benefits and spending benefits in terms of a 
fur coat someday or a vacation cruise, and you cant 
work up any interest in the far, far future. But why 
not be smart? The amounts you invest now will mean 
security tomorrow. You won't miss these smal] amounts, 
and they ll grow. However tiny they are, the sooner 
you start, the less youll have to invest for a larger 
vield. The habit of tucking away a specific amount, 
even a dollar each week, is worth making and keeping. 

Take advantage of the pension plan and the low- 
cost life insurance that your firm may offer. You have 
nothing to lose. Almost without exception, any money 
you put into company pension plans or group life 
insurance, you will get back with interest when you 
and your company come to the parting of the ways. 


The Most Important Benefit. To be happy at your 
work is most important of all. The biggest figures on a 
salary check and the best of fringe benefits add up 
to very little unless you receive genuine job satisfac- 
tion. 

Eight hours a day are most of your waking hours. 
To find contentment during the working day is the 
vital factor. The real benefits aren't usually the obvious 
ones. The most important may come from congenial 
fellow workers with whom you can give and take in a 
relaxed way, and from a boss you can respect and 
admire. 

If youre deciding between the possibilities of new 
job openings, consider the salaries, recognize the extra 
benefits, with wide-open eyes have a look at the ex- 
pressions on employees’ faces, and try to size up the 
personality of the boss. 

If youre having fun at your present job, hang onto 
it for a while. But, when you find a position that is 
satisfying, that is stimulating, that may even allow 
you to achieve something worth while or to contribute 
to it, you’ve found your place as a secretary and as 
a person. 
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Nancy Tigue finds this 
“go-everywhere” beige coat dress 
one of the most versatile 

pieces in her wardrobe. 

Viade of a rustic, 
textured blend of 
viscose, cotton, 


and silk. 














Looking 
like Italian 

raw silk, the 

handsome shirtwaist is collared and 
cuffed in white 

linen. By Junior First. 

Sizes 9-15. 
About $23. 


At FAR RIGHT: Co-ordinated separates, for 
fun, for entertaining, or even (in a pinch), 
for tea. The black cotton, 

scooped-neck blouse, 

an Adelaar (about $5), 

tops a circular, waffle-weave piqué skirt 
splashed with pompous polka dots. 

By Modern Junior, sizes 9-15. About $15. 


Ar nicur: Bright bumbershoot—a hot coral 
umbrella raised in the gray Milwaukee sky. 
Cotton-tweed greatcoat ... cream colored, 
weather resistant, lined with 

coral cotton. By Mainstreet. About $30. 
Sizes 15. Secretary's sailor is a light- 
yellow Dachette; band and boutonnier match 
the umbrella. 


















































Nancy Tigue had all For campus and career alike, 
the fresh Spring wonders . the sweater and skirt is a standby until 
of Milwaukee's Boston Store the end of chilly Midwest May. Shou n here, a Garland 
and all the know-hou dreamspin su eater in coral (about $1 1) 
of fashion co-ordinator Madonna Miller is teamed with a slim, 
to help her select glen-plaid skirt of brown, beige, 
a wardrobe she'd like to wear and a thread of coral. 
during the long season Designed by Bobbie Brooks 
that bridges and made of Milliken Lorette. 
the Midwestern About $11. 
winter and summer. Self-belted, and washable. 
“When we saw Nancy, Sizes 9-15. 

we knew she was typical 

in her tastes,” 

smiled Miss Miller 

Together they solved 

N ancy’'s career and ( olle ge 

wardrobe problems 

with the simple, tailored, spectator look— 
handsome details, 

a splash of splendor for evening, 

the gleam of pearls, 

and a gold bangle or two 

And, when the two 

finished their exciting chore, 

they found 

that they had dressed the spring spectator 
for a whole season— 

down to the last 

shoe and jewel 

for less than $200. 








It all goes together—fun, rehearsal, a picnic 
on the beach—most comfortable 
co-ordinates walking are khaki shin-length 
bermudas and a calico print blouse. 

By Classic of Boston. 

Blouse about $4, 

pedal pushers about $6. 

Sizes 9-15. 

Pictured here in front of a mural in the grill 
of the Marquette University Union. 


Fresh as forsythia, this brown- 
and-white banded straw— 

a Dachette— 

is a trim little version 

of a British sailor, backed with 


a stiff bow. About $5. 
om 








Ce, lost my head on this one. 
But I like to be 
completely different 


after 5 p. m.® ® 


The casual Nancy fluttered forth for 
dinner at Mader’s German restaurant 
in a plum-blue watercolor-print 
chiffon by Jonny Herbert. Formal 
enough to be formal anywhere she goes— 
dinner dancing, the president's 
reception, the prom—the long-fitted 
torso dress is topped with a soft 
swag; skirt is full enough for dancing. 


Sizes 9-15. About $35 


ALL FASHIONS FROM THE BOSTON 
STORE, MILWAUKEE, WISCONSIN. 
FOR STORE IN YOUR AREA, 
WRITE TODAY'S SECRETARY. 


The Duke dons 
a boutonniere 
before dinner. 








The Spectator 


Look 


N WISCONSIN, the April sun is 
| seeping between college build- 
ings, bringing lawns to life, coax- 
ing early violets and arbutus to 
blossom in the country, But frost 
still lies in the hollows, and chill 
lingers in the citys shadows. A 
snowstorm isn't unusual in May, 
“and we never pack our sweaters 
and skirts away until the middle of 
June,” says Nancy Tigue. 

Like her sister secretaries, Nancy 
has a few bright cottons tor Mil- 
waukee’s brief warmth; heavy storm 
coat and boots to battle winter 
when it howls in from across the 
lake. But the most important clothes 
in her wardrobe are those designed 
for the long, fickle seasons that 
bridge summer and winter. 


IN THE MIDWEST MANNER (there 
life stands on few ceremonies ) this 
coed careerist likes to stride into 
spring in the classical clothes of 
the spectator. Like a million other 
fresh-faced young careerists, Nancy 
is the casual kind. Not a fuss or a 
frill in sight. 

Instead, her wardrobe is color- 


cued with shades close as kissin’ 


cousins. Beiges, browns, rusts, 
tweed the color of thick Wisconsin 
cream, spiced with hot corals in 
the lining of a coat, a sott sweater, 
a bright bumbersnoot. For ele- 
gance, she depends on smart, sub- 
tle details—peavls agleam, a scart 
knotted just right, sparkling white 
linen cuffs on a textured silk. Her 
whole selection so simple and cas- 
ual that nothing—neither a long, 
hectic day nor the wind whistling 
in from Lake Michigan—could dis- 
turb this spectator. 

The exception that proves the 
smart spectator: Something com- 
pletely different for fun after five. 

A judicious shopper on a slim 
salary, Nancy does most of her buy- 
ing at Milwaukee's Boston Store. 
Her spring wardrobe (selected with 
the expert assistance of the store’s 
fashion co-ordinator, Madonna Mil- 
ler) looks like a million, was man- 
aged on a modicum: less than $200 
covered everything, even the last 
shoe and bauble. 





The price is right and so’s your figure 


Smart figuring—and pretty, too! Elastic lace smooths you in 
this Gossard up-shaped pantie girdle* legs can’t feel. And it’s 
edged top and bottom with elastic net for even more comfort. 
Little money couldn’t do more for you than right here— 


and now! 


*U.S. Patent #174054 
os, 07779 
Fl yr? 
YQ wf 
— | 
:_ 
74 
ad 
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Spy 
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ps 
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#610 boneless pull-on pan- 
tie girdle. Satin elastic a 
S-M-L. Black, $6.95. White, 

$5.95 
#1540 cotton and embroi- 
sloguemuslacesMle lime slermusin 


forting crossed-elastic front 
In White and A, B, C cups, 


at leading stores and shops or 
write us, we'll tell you where 


= 


THE H. W. GOSSARD CO., 111 N. CANAL ST., CHICAGO 6 © New York © San Francisco * Atlanta * Dallas * Toronto 
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ACTUAL SIZE 
22 x 32 














FROM THE ~~. 
WORLD'S FOREMOST \. 
WALLET PHOTO PRODUCER \ 


That's right... . TWENTY-FIVE 
wallet size copies of your graduation 
picture, Ideal for giving friends, rela- 
tives, or attaching to college applica- 
tions. Made on finest silk-finish, double 
weight paper for permanence and beauty. 


Send ONE DOLLAR with your finished 
graduation picture or glossy print. Your 
original will be returned unharmed with 

order in a very few days. Minimum 
order: 25 pictures from one pose. 
Satisfaction guaranteed or your 
money back. 






















. ™ = LARGA-PIC — BOX Z-20™ , 
s BROOKLINE 46, MASS. 5 
i Enclosed is $ for pictures a 
x + 
- Name Pons 5 
5 Address t 
1 City Zone( )State . 
Se eaueeeeae eee ea Se eB eB eee ee 





Today’s Secretary 


Goes Shopping 





















Now! 
RUBBER 


‘ HANDLE 
Nee S«~=C PAPERS 
messy FASTER 


SPONGES! = with amazing 


SORTKWIK 


Greaseless . . . Stainless . . . Convenient 
Creates tacky film on fingers ...makes 
paper handling easier, faster, cleaner. 
Send $1.00 for TRIAL OFFER of two full 
size containers ... TODAY 










LEE PRODUCTS CO. 
2736 EYNDALE AVE. SO., MINNEAPOLIS 8, MINN. 











$6-95 p.p. 
< 
Ae Prettiest rain pro- 
i. tection you ever 
, 


wore over formal 
or daytime clothes. 
{ \ Full and sweeping. 
: » Detachable hood 
‘and belt. Deep side 
pockets. Lovely lace 
pattern on frosty white 
Krene flexible Film 
100% waterproof. 
Wash with bleach to 
keep snowy. Small, 
Medium, Large. Guar- 
anteed. 


45083, Los Angeles 45, Calif. 
38 









Buckled Beauty—to make the most 
of a tiny (or even a not-so-tiny ) waist- 
line. Sturdy cowhide is caught in a 
huge Pilgrim buckle. Two 14K gold- 
plated blocks bear your initials—to 
make the belt a very personal part of 





your wardrobe. Colors: black, red, tan. 
Available in either 14- or 2-inch width. 
Just $1.50, postpaid, from Mary Mae, 
Dept. TS, 29 Murdock Court, Brook- 
lyn 23, New York. 

Note: When ordering, please specify 
desired initials. 


Golden Circlets hold lingerie straps 
in place. Clips, % inch wide, are made 
of fine jeweler’s metal, finished in rich- 
looking gold plate. Their attractive 
rope design makes them almost too 
pretty to hide. Keep lingerie straps 





safely out of sight—help maintain the 
“bandbox” look that every smart girl 
strives for. Wonderful with low neck- 
lines, sleeveless tops, in fact, with near- 
ly everything. $1 a pair, postpaid, from 
Elron, Dept. TS, 225 West Erie Street, 
Chicago 10, Illinois. 


Crossword Puzzle Dictionary is 
good news for all puzzle—and puzzled 
—fans. It’s small enough to fit into 
pocket or bag, can be easily carried 
along whenever—and however—you 
roam. The 192-page reference book has 
nearly 20,000 words and 50,000 an- 
swers printed in clear, readable type. 
It has been carefully compiled and 
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edited to include all the important 
words. And, of course, it’s just as use- 
ful for Scrabble and other word games, 
too. Only 75 cents at department, 
book, and stationery stores, or write 
to Ottenheimer: Publishers, Dept. TS, 
23 South Howard Street, Baltimore 1, 
Maryland. 


Flower-Liv should prove a boon to 
all flower lovers. According to the 
manufacturer, a small amount of this 
product will keep a container of cut 
flowers garden-fresh days longer. Col- 
ors stay bright, stems straight. Useful 





at home or in the office. Two packages 
of Flower-Liv are $1, postpaid, from 
B. C. Moses, “The Man Who Supplies 
Santa,” Dept. TS, Box 8052, Houston 
4, Texas. 


Power-Geared Corkscrew, made in 
Italy by people who know how diffi- 
cult removing corks can be. Simple 
gear operation responds to the lightest 
touch, quickly lifts cork out cleanly, in 
one piece. Ends forever the problem of 
broken, crumbling corks. Corkscrew is 








precision-made of solid brass, plated in 
heavy chrome. An exceptional value at 
only $1.95, postpaid. Sent via insured 
mail. Write Senior's, Dept. TS, 130 
West 34 Street, New York 1, New York. 


Car-Mates, gloves designed by Lilly 
Daché for good looks and comfort. 
They combine washable  capeskin 
palms with Egyptian cotton backs. 
Available in a host of colors—to match 
your car (or the one you hope to have), 
your favorite suit, or your mood of 


the moment. Car-Mates are ideal for 





r, perfect for driving. Sizes: 
6-71. Colors: white cotton backs with 
black, orange, yellow, tan, gray, or 
light-blue capeskin palms; black cot- 
ton backs with red or yellow capeskin 
palms. The ew A low $3.95, post- 
paid, from J. fog & Sons, Dept. 
rs, thoeccniiie New York. 


casual wea 


Colorful Coasters will protect your 
tables against stains and_ scratches. 
Imported from Holland, a land that 
knows all about keeping things spick- 
and-span. Coasters are made of sturdy 





pressboard and gaily decorated with 
butterflies and flowers. A delightful 
accessory for your own entertaining; 
a gift that’s bound to please. Six coast- 








SPRING & SUMMER 
FASHION COLORS 


Six-in-One Belt is a really fabulous 
value. The basic ingredient is a large 
gold buckle, which comes with three Shoe 
Calf belts. Each belt is completely re- 
versible, so you can ring your waist with 
any of six different colors. A_ perfect 
match for almost any outfit in your ward- 
robe. Belts are fully adjustable and can 
be trimmed to fit any size. Available in 
two widths, 2 inch or 1% inch, in be- 
guiling shades of pink/bamboo, powder- 
blue/equa, light avocado/black patent. 
You get all six for just $1.30 postpaid, from 


Mary Mac 


Dept. TS 29 Murdock Ct., 
Brooklyn 23 New York 








SKINNY LEGS! 


Try this new amazing scien- 
tific home method to ADD 
SHAPELY CURVES at ankles, 
calves, thighs, knees, hips! 


Skinny legs rob the rest of your fig 
ure of attractiveness! Now at last 
you too can try to help yourself 
? v developed legs, due 
and fill out any 
evs you wish. or your 
‘rT as Many women have 
g ehis new Besoucene 
known authority on 






ea xpertence offers 
tested | and proven scien 
or ly 15 minutes a day 

f your home! Con 
tains step-by- step illustrations of 
the easy SCLENTIFIC LEG technique 


in the privac 





with simple instructions: gaining 
shapely stronger leg yp 
skin color and circu ation of le 
Send No Money! FREE 10-Day Trial! 
For the ‘‘Shapely Legs Home Meth 
od’’, just dence t $1 98 plus post 


age with postms an on delivery (in 
plain wrapype 0 end only 81.08 
with order end we pay postare 
Satisfaction fuaranteed, or return 
course for money back 


MODERN METHODS 


Dept. SL-TY4W 
296 Broadway New York City 7 


FRENCH 
FIGURE 
allie 


A-D-J-U-S-T-S TO YOUR 
EXACT SIZE 
Inches Vanish from Waist, Hip and Thigh sizes 


Easy-breathing comfort and day-long support Power 
elastic g-i-v-e-s and s-t-r-e-t-c-h-e-s as you sit bend 
stretch You'll enjoy unmatched ease and comfort as vou 
work and relax. Will not roll or curl on top. Washes like a 
dream Amazingly low priced. Fabulous hi-waist gives you 
the fashionable thin waist and long torso that’s in vorue 
today You'll immediately look taller and slimmer as 


inches from your waist, hips, thighs and derriere dis- 
rich satin panel. Regular girdie or 





appear rom view 

2 STYLES—-3 COLORS. Made of first Oo 
quality two-way stretch rayon elastic N 
with 100%, pure natural rubber with 


panty girdie with removable snap- 


ALL 
button crotch and garters. Y SIZES 
in Nude, White or Blue 
Smatt (25-26), Medium (27-28), Large (29-30). Aliso 
tas (sizes for the fuller figure): MK (31-32) KX 
(33-35) XXX (36-38) KRXXK (39-40) KAXKKK (41-43) 
XXXKKK (44-46) 


WILCO FASHIONS, Dept. R-252-D MAIL 
35 S. Park Ave., Rockville Centre, N.Y. NOW 
Please send me French FIGURE REDUCER for 10-days 


trial Mone back fQuarantee Size and 


extra crotches at 4c ea 


Rewular Pant Girdle 


NAME (print) 


















THE SECRETARY'S $ 498; si 
CHARM BRACELET -F  *"*0 


Twelve accurate miniatures of the secretary's 
profession, each beautifully Hamilton Gold-Plated 
and guaranteed perfect. Charms include pencil 
sharpener that turns, posture chair that even 
swivels, typewriter, file cabinet, desk, telephone, 
time clock, stapler, adding machine, eraser, water 
cooler plus the inevitable Swiss cheese sandwich 
and coffee! Money back guarantee. Send check 
or money order NOW! 


PERSONALIZED GIFTS COMPANY 
160 Fifth Avenue, Dept. TS-2, NEW YORK 10, N.Y. 





NAIL POLISH GUIDE 


Now it’s easy to polish the right and the left hand in 
seconds with perfect results every time. Fast, simple. 
Even polish your nails easily, accurately while traveling 
in train, car or bus. Guide automatically adjusts to each 
nail. No more messy polish to remove from cuticle. Nails 
look like they've been done professionally. Just $1.00 
postpaid. Money back guaranteed. 


ANTHONY ENTERPRISES 
Dept. K, 701 Sutter Street, San Francisco 9, Cal. 





i] instruction book corefully and learned to use 
the new Mahler Epilator sofely and efficiently, 
then you con remove unwanted hoir FOREVER 

MONEY-BACK GUARANTEE (Our 76th Yeor). 


rs NEW 
Seno 5° TODAY FoR Booxcer Eee 





MAHLER'S, INC, — Dept. 85-D PROVIDENCE 15, R. |. 

















Here's What You DON’T Learn in School! 


Yes, here it is, girls: 1956's “101 Office Short 
Cuts’’—the most rollicking, comprehensive read- 
ing ever compiled for the modern secretary. 
Cleverly illustrated by secretary-author Magi Max 
well, the book its studded with wondrous ideas 
gleaned from a long career in New York adver- 
tising, general office, and newspaper fields. $1 
Real New Books, Dept. TS, 29 Perry St., N.Y. 14, N.Y. 











What Is Your’“1.Q@Q.“’? 


AT LAST—you may take an approved, reliable 
adult inte Higence test in home privacy and con- 
venience! Clear instructions, confidential report 
on completed test. Why guess? Others knou 
Information free. University Test Bureau, Desk 
D10, Box 401. Palo Alto, California. 
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WALLET SIZE Ss 00 


PORTRAIT ae 
PRINTS PAID 


(60 for $2°°) 


Perfect portrait 
snapshots for job 
and college appli- 
eations—a lasting 
memento of a 
happy occasion for 
friends and loved 
ones. Send us your 
picture (or neg.) 
with $4.00 for 
each pose — get 
back original 
with 25 beautiful 
ROY Prints on 
fine portrait pa- 
per. Nothing extra 
to pay. 
SATISFACTION 
aul sat GUARANTEED 
ROY PHOTO SERVICE, Cee 7 
GPO Box 644, New York 1, 









HEAVY LEGS 


Try this new, amazing, scientific 
home method to Reduce Ankles, 
Calves, Thighs, Knees, Hips for 


SLENDERIZED LEGS 


Beautifully firm, sienderized legs help the 
rest of your figure look slimmer, more ap- 
pealing! Now at st 

heip yourself to 
nor i 


» can try to 
y legs due 





d « > and reshape 
f your legs you wish - or 
over as many women 


« this new scientific eth- 
auth srity on legs ‘with 

r yffers you this testec i 
ti fhe yurse—onl 15 min- 
wivacy of your home! 











. illustrations A a 
r t 1 t 
ander i, firmer, stro ng 
es ! v r skin r ama =6cireu- 
atior rf ood in legs, plus leg measure- 
ent char 

send No eo 10-Day Trial! 
‘*‘Home Me tor Sien de riz ing 

He avy Legs just t 31.98 po 
age with postman on ‘delivery ‘(in plain 
A rapype Ur tr ier 

and we pay postage Satisfact guar 
tee or turn course for money “bee k. 


MODERN METHODS 
Dept. FL- pA dag 
296 Broadway ew York City 7 


ers, nested in matching container, 
$1.25, postpaid. Write Margaret Mac- 
“we § Dept. TS, P. O. Box 26, Larch- 
mont, New York. 


Measuring Spoons, in a “last for- 
ever” material—stainless steel. They’re 
brightly polished, with long handles 
that reach into tall containers with 
ease. Measurements are accurately im- 
printed, easily read. Spoons can be 
hung on the 


matching steel rack for 











convenience and decoration. These 
spoons are pretty enough to double 
for table use, practical enough for con- 
stant use in the kitchen. An excellent 
shower gift. Only $1, postpaid, from 
Carol Beatty Dept. TS, 
7410 Santa Boulevard, Los 
Angeles 46, ¢ 


Company, 
Monica 
california. 























NOW AVAILABLE 
IN REPRINT FORM! 


MOST-USED SHORTHAND 
TERMS FOR 
10 DIFFERENT FIELDS 


Because of the demand for industry terms 
in Gregg Shorthand Simplified published 
in Today’s Secretary, we have secured a 
limited supply of reprints. Each list of 
terms has been printed on an 8'% x 11 
sheet of quality stock. Prices are as fol- 
lows: 

Single copies—25 cents each 

Complete set of 10—$1.75 

10 to 50 copies—20 cents each . 

Over 50 copies—15 cents each 
Cash or check for full amount must ac- 
company order. 


Reprint Department 


Today's Secretary 

330 West 42 Street, New York 36, New York 
Please send me copies of each of the 
reprints | have checked below, for which | 


enclose payment of $ 


Chemical Electronic 
Electrical Construction 
Lega Aviation 
Oil Contract 
Medica! Insurance 
Complete set of 10 


Name 
Address 
City 


State 


J rau GIRLS! 





Write for a new FREE CATALOG of 
beautiful flats and mediums 


designed especially for you! In 
sizes AAAAAA to C, 2% to 13. 


It'S FREE! 


DRESSY FLATS INC. 
P. O. Box 111, Malverne, N. Y. 




















SWIM GLAMOUR! 


Charlene’s Exclusive 
ConForm Swim Pads 
Perfect, Natural, Secure, 
Water-proof, yet No Rub- 
WE Neo Hard Plastics! 
ite-A&B 
Cup, ONLY 93-75 pr. 
Bikini 5716 - Black & Wh. 
m.-Med.-Lg. - Just $9.95 


™Satisfaction or Money Refunded = == 


Carlene of Cafifornia 
SUNNYMEAD, CALIFORNIA 

() Rush ConForm Swim Pads size.......... 
()..I enclose $3.75 plus 15c postage. 
C) I enclose $1.00 deposit, send C.0.D. 
1 (0 FREE CATALOG - exciting Holly- 
. wood Swim-suits, bras, lingerie, 
| bust-beauty tips, in Plain Envelop. 












4 Address 
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Buttermaster is new, 
a beautifully 
sealed-in refrigerant. Keeps butter 
fresh and at exactly the right consist- 
ency, neither too hard nor too soft. A 


ingenious. It’s 
designed server with a 





really practical addition to your table; 
an appreciated gift. Buttermaster may 


be had in red or yellow. $2.25, post- 
paid, from National Gift Products, 
Dept. TS, 165 Madison Avenue, New 


York, New York. 


Garden Tool Pouch practically guar- 
“green thumb.” Sturdy sail- 
cloth pouch holds the necessary tools 
for three digging, 
weeding, 


antees a 


garden jobs 
cultivating. The 


basic 
all-steel 
small planting 


trowel takes care of 





and transplanting jobs. The weeder- 
hand is just right for weeding and all- 
round work. Cultivation and grubbing 
are promptly done with the three- 
pronged hand cultivator. Handles of 
all three tools are metal, air-cooled. Set 
is $4.50, postpaid. Write Wéindsor’s, 
Dept. 34-L, McRae, Georgia. 


Pokey Doodles are a playtime de- 
light. The set consists of styrofoam 
blocks, gaily colored buttons, pokey 
sticks, and feathers. There’s no limit 
to the number of imaginative objects 
that can be created by combining 
sticks and blocks. Will amuse children 





for hours on end. Two-tier box, $3, 
postpaid, from Ed-U-Cards, Dept. TS, 


13-05 44th Avenue, 
New York. 


Long Island City, 


























Take Ten 
For Your Feet 


OU'VE BEEN JOB HUNTING all day. Or maybe 
A. been trudging from store to store looking 
for a new Easter bonnet. You arrive home that evening 
weary, worn, and with a pair of aching feet—the 
natural result of spending several hours in high heels, 
you philosophize. 

But such thinking is as outmoded as grandmother's 
high-button shoes, according to Dr. William M. Scholl, 
one of the world’s best-known foot authorities. Doctor 
Scholl points out that a regular program of exercise 
will not only help relieve foot pains but will result in 
more shapely legs. Here are a few suggestions (they'll 
take only ten minutes of your time a day) to ease 
those tired feet and add a youthful spring to your 
step. 





Walk on outer borders of Feet parallel, rise on tip-toes 
feet to tone up muscles, re- to strengthen foot, leg mus- 
lieve strain. cles. 


hO Q, 





Stand on a thick book, bend 
toes down to develop foot 
muscles. 


Roll a cylindrical object 
along arch of foot to loosen 
foot adhesions. 





Cross legs, rotate foot in a Pick up marble with toes; an- 
circular motion to flex ankle other foot and leg muscle 
joint, developer. 
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THE LOVELIEST, 
QUICKEST, 

MOST GLAMOROUS 
MANICURE 
YOU'VE EVER 

HAD 


RIGHT IN 
YOUR OWN HOME 


AT YOUR VERY OWN 
CONVENIENCE 


Thousands of people are giving themselves profes- 
sional-type manicures with the SPRUCE ELECTRI- 
CAL MANICURIST. Specially designed for easy 
personal use, the SPRUCE is made in the very same 
factory that has supplied the great beauty salons of 
America with their electrical manicurists since 1938. 


Five instant-change attachments do 
all the actual work, while you mere- 
ly guide them! They shape the nails 
to any desired contour . . . buff them 
so perfectly smooth they cannot 
snag the sheerest nylons . . . gently 
loosen and whisk away excess cuti- 
cle . . . safely erase every trace of 
calloused skin . . . massage hands 
and fingers . . . clean the nails im- 
maculately. And all in less than 10 
minutes! 


















Nail Shaping 


. 


Nail-edge Buffing 


The precision-made, 
fully guaranteed 
SPRUCE ELEC- 
TRICAL MANI- 
CURIST is already a 
treasured possession 
in thousands of 
homes. There is no 
nicer gift, for any oc- 
casion. Free litera- 
ture on request, 


Only 


$99.95 


Delivered, factory-to-you. 
ORDER NOW! 


Send only $2.00; bal- 
ance C.O.D. Full re- 
fund if returned within 
15 days. ORDER 
NOW! 


Callus Erasing 





Cuticle Lifting 


ABAR MANUFACTURING CoO. 
8790 Woodland Ave., Cleveland 4, Ohio 


Cuticle Brushing 


ZTARY e April, 1956 4) 














TANCY TIGUE is a Midwest beauty. If you scru- 
N tinize her feature by feature, however, you 
might never look twice. Her mouth is a bit large for 
the size of her piquant face. She could well afford 
to trim five of those 125 pounds from her 5’4” frame, 
whittle her problem hips, and do something about 
her eyebrows. 

But her real beauty lurks. inside somewhere, start- 
ing deep where laughter and life and love begin. 
bubbling and spilling out with every gesture, every 
word, every time she chuckles. 

From her ancestors, the lass inherited the gift of 
gab. Her eyes shine like Killarney’s lakes, and her 
voice is as sweet and fresh as the winds that blow 
in off the Irish Sea. But it’s a secret sparkle that 
puts stars into those dancing eyes and richness into 
her voice, and that spreads radiance around her like 
a spotlight. 

More than skin deep, the glow isn’t something that 
can be achieved by dieting, smeared on with a cream. 
or swallowed along with her orange juice in the 
morning. (You don't, after all, put beauty on like 
an overcoat—you take it off like an overcoat and 
give it to those passing by. ) 

Psychologists stroke their beards and call this be- 
ginning of beauty State of Mind. Nancy shrugs and 
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boils it down to this: “It's just the way you look 
at things.” 

How does someone like Nancy find the secret spark? 

“I really don’t know,” she said earnestly. “I guess 
youve kind of got to forget about yourself. You've 
got to make room for other things and other people. 
And pretty soon youre all full of wonderful things 
and wonderful ideas.” 

This pretty secretary practices her own preaching. 
Her interests sprout like daisies in the dell. Sincerely 
curious about everyone and everything that drifts 
into her world, she is enchanted with it all and 
can't resist taking part in things. It’s this outlook, 
she believes, that provides her real magic. 

“1 think it keeps a person alive and interested in 
other people,” she mused. “I like to be active; and, 
if I like something, Ill go into it’—whether it’s 
basketball, the chorus of a musical comedy, conver- 
sational Spanish, a 4 a.m. fishing trip, or an extra 
day at the office. Once last year she even spent a 
weekend with a northern Wisconsin Indian tribe, sing- 
ing solos for their annual powwow. Life becomes rich 





and exciting, and the glow begins. 

“A full life is important to me because I wouldn't 
be satisfied just having a job and coming home and 
parking in front of the TV set. and doing nothing 


Nancy Tigue’s real beauty lurks inside somewhere— 
a secret sparkle that puts stars into those 
dancing eyes and richness into her voice, and 


that spreads radiance around her like a spotlight. 


—_ 





























BY 
JANE 


du CHARME 


More 


than 
skin 
deep... 





else for the rest of the evening,” she says, “That 
isnt living, that’s just existing. And I want to live!” 

A great part of her “beauty” is the ease with which 
she gathers pe ple into her circle and draws them 
out of themselves. 

“Kids who don't know what to talk about are sim- 
ply telling on themselves. If they had any other 
interests, they could keep a conversation going. Of 
course I forget that a lot of people are content to 
live that way—to sit back and go through life with 
their nice, comfortable little circle of friends. But 
I’m not. I just love people too much.” 

Anyone can manage to find the sparkle for her 
Cinderella streak, Nancy maintains. She hummed a 
few lines from a song she sings in the spring musical. 


THREE WISHES FOR JAMIE:* 


“Sometime the world’s a wishing place 

That grants your wishes if you're a special case. 

If you are you and not just anyone, 

It's a place where special dreaming is done 

Just remember to wish well with all your wishing 
heart, 

And all the shining laughter 

And love you're after 

Is set apart 

Just for you 

It's waiting to come true. 


It's a world of promises 
Not for doubting Thomases— 
It's a wishing world.” 
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A PROGRAM FOR 
SELF-IMPROVEMENT 


BY FLORENCE ELAINE ULRICH 


Director, Gregg Awards Department 


hi VERYONE INTERESTED in 
_j self-improvement should set 
aside a few minutes each day for 
reading, study, and practice to in- 
crease vocational knowledge and 
skills. Such a program prepares you 
for the potential job just ahead—a 
job that may be rich in opportu- 


nities and financial reward. If you 





miss success, it may be due not so 
much to lack of ability as to lack 
of initiative in starting a task and 
seeing it through. 

A gratifying number of letters 
are received by this Department 
from office managers, secretaries, 
and office trainers, as well as 
teachers and school] administrators, 
asking about tests that will provide 
a means for measuring secretarial 
skills. Secretaries themselves are 
calling their employers’ attention to 
these services, and recommending 
that employees be permitted to 
take advantage of them. 


Miss WHITFIELD, employment ap- 
prover in the Field Clerical Per- 
sonnel Division of John Hancock 
Mutual Life Insurance Company, 
visited us a short time ago to learn 
about our program for upgrading 
clerical and secretarial skills. Her 
company is only one of many 
interested in this field. American 
Telephone & Telegraph Company, 
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Book-of-the-Month Club, Consoli- 
dated Edison Company of New 
York, for example, subscribe to tests 
provided by this Department. Such 
interest reflects healthy employee 
attitude. Winners of the awards 
that our Gregg Credential Service 
offers gain experience and achieve 
a justly deserved recognition, 


THE ESTABLISHMENT OF AN UPGRAD- 
ING PROGRAM is easy. The Com- 


‘petent Typist Test, for instance, af- 


fords systematic practice to help 
increase typing speed. An award 
may be earned on the best test writ- 
ten during each month, Typists 
using this program attain 50 to 100 
words a minute quite easily. “I need 
this 100-word-a-minute speed,” one 
secretary wrote, “to maintain my 
prestige among new employees who 
happen to type faster than I!” Many 
students in schools that use the 
Competent Typist program learn 
to type 60 to 80 words a minute. 
Fine opportunities are available 


45 








to young men with secretarial abil- 
ity. We know of one man, thirty- 
two years old, who was offered an 
unusually attractive position in a 
New York City bank if he learned 
shorthand. The company was will- 
ing to pay for his training, too. 
After a comparatively short period 
of instruction, he was able to take 
business-letter dictation at 120 
words a minute. Further study en- 
abled him to write 140 words a 
minute on the official five-minute 
dictation test issued by this Depart- 
ment. Of course, he got the re- 
porter-secretary position. 

You can do as well, with practice. 


OGA 
SENIOR 


This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 

write anybody-can-read-it 

Gregg shorthand notes. 


Emphasize good proportions, a uniform 
slant, and very smooth joinings. 

If you can qualify by penning a 

ood « Opy of this material. 

you will get the 

Senior OG A certificate or pin, 

thereby becoming 

a s full fle dged me ‘mber of 


OGA 
JUNIOR 


This material is “loaded” with 

easy joinings and with fluent blends. 
Practice this test as many times 

as you like, trying to get a 

light, smooth, fluent copy that shows 
your best shorthand penmanship. 


You may copy line for line or 

in narrower columns: you may use 
either blank or ruled paper. Shorthand 
notebook paper is fine. 

Your writing may earn you a 

Junior OG A certificate or pin. 
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Too often, students look upon 
study as a chore to be perfunctorily 
performed. Goals are needed to en- 
courage them to strive for secre- 
tarial proficiency! The attractive 
certificates and pins to be earned 
on the official tests in shorthand, 
transcription, typing, bookkeeping, 
and filing offered by this Depart- 
ment put zest in practice for pro- 
ficiency. Try them and see! 

Get out your old grammar, spell- 
ing book, transcription speed 
studies, and other helpful books for 
reading and study. Enlist the serv- 
ices of your family or 
dictation 


friends for 
practice and see how 





much you can improve your skills 
in a few weeks’ time. The prerequi- 
sites for good transcription are cor- 
rect punctuation, ability to spell, 
fast and accurate typing, fluent and 
accurate reading of shorthand. 
Don't neglect them. 

Test your typing performance on 
the OAT and Competent Typist 
Tests (pages 47 and 48, this month). 
For a brush-up in shorthand, take 
the shorthand speed tests, transcrip- 
tion tests, O G A, and Theory Tests, 
too. Youll be surprised at what 
you can accomplish in one month 
when you really set your mind to 
it! 
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[Current Date] Words 


Mr. Robert Morris, Maxwell Building, 705 Fourth 10 
Avenue, Chicago 13, Illinois. Dear Mr. Morris: En- 20 
closed with this letter is a copy of the announcement 31 
that we have sent to the members of the Chicago 40 
Executives Association. The announcements were 50 
sent out only two days ago, and just this morning I 60 
noticed a number of returns on my secretary’s desk. 71 
A good indication that the Show will be a great 80 
success. 82 

Let me thank you again, Mr. Morris, for making 92 
this event possible. As you know, this is the first 102 
time, at least in the history of our association, that 113 
an a ‘air of this kind has been planned. And who 123 
should be more clothes-conscious than an office 133 
executive! 136 

Ee seeing you April 12. Yours truly, Elliott 145 
Richards, Program Director, Benson Brothers’ 1 
Men’s Club. 156 


OAT 
JUNIOR 


Arrange this copy as a 
three-paragraph letter—any style. 
The word count will enable you 

to check your production time, This 
is not a speed test, however. 


Type for (1) neatness and (2) good 
placement, and (3) for accuracy 

no strikeovers or typographical errors. 
(4) Indent properly, and put 

double space between paragraphs, 
even in single-spaced material. (5) 

Be sure to spell and punctuate 
correctly 


Copy may be retyped as often 
as you wish. Then send us the best 
specimen that you produce 











4 Fashion 5 eee ES Dap. 


Featuring Sumer $tyles 


Presented by Ralph Morris, Menswear Designer 


FEEEEEEEEEEEEE EEE ESE LES EE FE SE SESE EEE ESE EEE FES E Stee eee e tte tet 
fetes a 
At last--a ime show designed exclusively for men! 


\e——————__ Featuring 
\ 


OFFICE ATTIRE UNGING CLOTHES sas 


SPORTSWEAR 
a al 
ba? he time: April 12, 1956, at 6:00 p.m. 
co” | The place: The Hotel Lackawanna 
The price: $2.00 (includes dinner) 


ORMAL WEAR ice 


Ow 


Notice: Accommodations are limited to 200, so 
get your re, in now! Deadline 
is Monday, April ®.7 You won't want to 


miss this first-time-ever (yépnt. 


THIS IS YOUR #&SREON SHOW! 
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rO GET YOUR AWARD 


Mail your work to the Gregg Awards 
Department (16th Floor, 330 West 
12 Street, New York 36, New York), 
accompanied by the correct fer 15 
cents for each certificate; 50 cents 
for each OGA, OAT, or 50-word 
CT pin; 75 cents fer each higher- 
speed CT award. * Be sure your name 
and address appear on your paper. 
* Any group of papers submitted 
should be accompanied by a typed 
list of names, designating the award 
desired by each candidate. * April 
copy is good as membership tests for 
OAT, CT (page 48), and OGA awards 
until May 20, 1956. 











OAT 
SENIOR 


Senior candidates must 

submit this month's complete produc 
tion project—the letter (above) 
given as the Junior Test, as well as 

a corrected copy ol the rough 

draft Fashion Show announcement that 
appears alongside 


You may use either a letterhead 

or plain paper for the Morris letter; 
use plain paper, of course, for 

the Senior Test copy. 


Practice the material until 
you type a specimen 
that represents your very best work, 








APRIL 


COMPETENT 





TYPIST 


TEST 





To compute speed, note the number indicated at the end of the last line you copied completely and add 1 for each additional 5 strokes typed. To get gross 


speed, divide total by number of minutes; 


or, to get net speed, subtract 10 for each error before dividing by number of minutes. 





Words 


In the school of the great outdoors, 7 A baby squirrel, not yet wise to the 
animals must learn more than the art 15 ways of the world, came fearlessly 
of making a living—they must learn 22 down the trunk of a tree and scurried 
obedience. A trained cattle or sheep 30 along to within six feet of a man. Sud- 
dog will take her puppies, one at a_ 37 denly it stopped, not knowing what to 
time, into the field to work with her. 45 do next. The mother came racing 
If the pup is inattentive or loiters, she 53 down from overhead, scolding vigor- 
gives him a nip to steady him. Soon 61 ously, nipped the youngster and, grip- 
he begins to enjoy his work and to. 68 ping it kittenwise, lugged it back to 
take it seriously. 72 the tree—a lesson in caution not likely 

The cunning fox gives her young an__79 to be forgotten. 
intensive training. As soonasthecubs 387 As boys play with toy trains and 
are weaned, the mother brings cap- 93 girls dress dolls, young woodchucks 
tured mice, birds, and rabbits into the 101 dig burrows that they never use and 
den for them. Soon the food supply is 109 growing beavers build practice dams of 
left at the entrance. Before long, the 117 logs and brush. Wild goats send their 
game is dropped a few feet outside, 124 kids ahead of them over rough and 
then farther away; and, before the 131 stony paths, bunting them into line at 
training is complete, the young are re- 139 any misstep. Baby otters are carried 
quired to search for the food the parent 147 into the water on their mother’s back 
has hidden among leaves and rubbish 1 and taught to swim. 
to develop both their sight and their 162 One day at the zoo, I noticed a baby 
sense of smell. 165 koala—Teddy bear—climbing out to 

Like the fox, the cat brings dead 172 the thin branches of the tree in its 
game first to her kittens. As they be- 180 cage. His anxious mother could not 
come older, she brings in only wounded 188 follow him there; but, waiting her 
game that they may run after and play 195 chance, she grabbed him and spanked 
with, while she looks on sothat she can 203 him soundly where it does the most 
retrieve the meal if it wanders too far. 212 good. He wailed and yelled pitiously, 
It sounds cruel, but this is a part of a 220 but she continued the thrashing until 
kitten’s training. 224 she thought the punishment sufficient 

At an early age, a fawn is taught to 231 to be remembered. 

“freeze,” that is, to lie motionless, 239 The grizzly bear teaches her cubs 
sometimes for hours, while the parents 247 where to look for bugs and roots and 
feed. If the fawn becomes impatient 254 spicy bitter tubers, how to locate wild 
and comes out into the open, the 261 honey, and where to find the choicest 
mother takes it to the hiding place, 268 berries. Through play, she teaches 
taps it smartly with her foot, and the 276 them self-defense; and, like the cat, 
chastened young deer lies down until 283 the lion, and the tiger, after taking a 
the doe has finished feeding. Its safety, 292 lot of mawling, she brings her paw 
sometimes its very life, depends on 300 down with a resounding slap or gives 
obedience. 302 her cubs an admonishing bite. 
(If necessary, repeat from the beginning to complete a ten-minute test.) 
Written especially for Gregg Awards candidates by Lydia Whitman 
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Words 
309 
316 
324 
331 
339 
346 


586 
594 














TRANSCRIBING 


SPEED PRACTICE 





Le Sé as the C.T. Test across the page, and it is provided so that you can test and compare you 
from shorthand. Compute your rate on this word-coun 


r speeds of typi from print and 


ed material in the same way you do when typing the te fl 
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7 TYPISTS 
EVERYWHERE 
PRAISE 

SNOPAKE! 





Now secretaries can 
rest easier when they make an oceasional 
error—with SNOPAKE on the job. It’s a 
marvelous new white opaque paint that 
i$ flexible, easy to apply and amazingly 
fast drying Merely paint over the error 
with SNOPAKE, let it dry for an instant 
and then type right 
result—a smooth, perfect job. Designed 
especially for typing for photographic 
reproduction—Offset, Xerox, etc. Artists, 
too, find SNOPAKE far superior to any 
opaquing solution now known 


TRY THIS SPECIAL OFFER Sette tate teletetete! ooce-ee 
FOTOTYPE, INC., 1402 Roscoe Street, Chicago 13 


Enclosed is $1.00. Please send | oz. brush-in-cap 
bottle of SNOPAKE and bottle of Thinner 
Name 
Address 
City State 


over the area. The 











ASK THE EXPERTS... 


(Continued from page 7) 
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ITE-LINE copyruoiper 





© SAVES EYESTRAIN 
PROMOTES ACCURACY 
INCREASES PRODUCTION 
TAKES COPY UP TO 20" 
HOLDS NOTEBOOK 

FITS IN DESK DRAWER 

e LINE MAGNIFIER EXTRA 


Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 


lr —- MAIL COUPON TODAY-~—~— 
RITE-LINE CORP. 
4209 39th St.,N.W., Washington 16, D. C. 


| Please send me a free copy of your Fo'der. 





| Name 


| Address 
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you combined duties. If there is no op- 
portunity for you to use your shorthand 
and you prefer being a stenographer to 
a Vari-Typist. then that’s a different 
story. You should have no difficulty in 
finding a stenographic position. 





We invite you to send us any 
questions that you have pertain- 
ing to Business English, Type- 
writing, Business Law, Secretarial 
Arithmetic, 
Filing, Shorthand, or Bookkeep- 
ing. 


Practice, Business 
Your questions will be 
answered by our experts in a per- 
sonal letter and also in this col- 
umn. In the column, only ques- 
tions and answers will be used— 
no names will be mentioned. 











Q. {t business college. we were taught that 
the proper conclusion to a business letter 
was either “Very truly yours” or “Yours 
truly.” Recently. however. my employer has 
asked that his letters be concluded “Very 
sincerely yours” or “Sincerely yours.” Some- 
how, this doesn’t seem quite appropriate to 
me, especially when we are writing about 


machinery, engineering. etc. 


A. There is a marked tendency nowa- 
days to make business letters less formal 
in sound. Therefore, the two compli- 
mentary “Very truly 
and “Yours truly.” have been replaced 
largely by the more friendly “Sincerely 


closings. yours 


yours” or “Cordially yours.” The choice 
of a complimentary letter 
style is, of course. up to the dictator. 


closing or 


Q. Is the name of a professor correctly 
written as follows: L. B. Smith, Ph.D., As- 


sor iate Professor 1 


A. The style for writing the name you 
quote would depend on how it is to be 
used. The form for an envelope or an 
inside address would be: 


Professor L. B. Smith 
Name of University 
or 
Dr. L. B. Smith 
Name of University 


On a program or title page. on the 
other hand, the form would be: 
L. B. Smith, Ph. D. 
Associate Professor of (Subject) 
Name of University 


Q. When should the title Esquire be used? 


A. Esquire is ordinarily used in legal 
correspondence. In other words, a law- 
yer would be addressed as Harry H. 
Smith, Esquire rather than Mr. Harry 
H. Smith. 
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Oulg ROCHESTER 
CARBON-RIBBONS 


offer ALL these features: 










PLASTIC 
, LEADER 


for 
®@ Clean Hands 


@ Easier, Quicker 
Ribbon Changes 


"4.9.8°9 
WARNING SIGNAL 
that shows end 
of ribbon is near 


6 cuore 


EXTRA SHARP ''WRITE”’ 
Ribbons for ALL machines 


For literature, write 


ROCHESTER 
RIBBON & CARBON CO., INC. 
26 Greenleaf St., Rochester 9, N.Y. 


Words 


(Key to teasers on page 30) 





PLURAL, POSSESSIVE, or CONTRAC- 
TION? 


Plurals: 3, 6, 9; Possessives: 1, 4, 5, 8; 
Contractions: 2, 7, 9, 10. 


LETTERS THAT SOUND LIKE 
WORDS 


A: a (the indefinite article); B: be, 
bee; C: sea, see; G: gee; I: aye, eye; J: 
jay; L: ell; M: em; N: en; O: O (vocative), 
oh; P: pea; Q: cue, queue; R: are; T: tea, 
tee; U: you; X: ex. 


PLACING “ONLY” 


1. After years; 2. Betore she; 3. Before 
what; 4. Before three; 5. After chairman; 
6. After scholarship; 7. After repaired; 8. 
Before Miss Wilcox. 


Is IT “SHALL” OR “WILL”? 


Shall: 1, 2 (in second blank), 4, 5 

Will: 2 (first blank), 3, 6, 7, 8 
CHOOSE THE OPPOSITES 

1. slipshod, careless; 2. same, alike; 3. 
simple; 4. subjective; 5. smooth; 6. cry, 
sob, weep; 7. send; 8. sensible; 9. west; 
10. dangerous. 
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CARTER’S 
SUPER NYLON 
RIBBON 


SF rlerd 


SsSvuUPeER 


da Vglon 


Carter has the newest in 


“before-five fashions”... the 
Super Nylon Ribbon. 
You'll set office styles by creating 
the most beautiful and 
distinctive letters with the latest 
and best in typewriter ribbons. 


Super Nylon has the Silvertip 
Clean End... 

No need to touch the inked ribbon when 
changing Super Nylons...no more inky 
fingers ... no more smudged clothing. 
Super Nylon is extra long... 
Gives ribbon longer “‘rest’’ between 
typing blows. 

Super Nylon wears longer . . . 
This means less ribbon changing... more 
economy, saved time. 

Y CHECK YOUR OFFICE FASHION I[Q...send 
for FREE copy of “HOW TO BE AN EXPERT 


ON CARBONS AND RIBBONS”. 
Mail coupon below. 


THE CARTER'S INK COMPANY, Dept. K-4 
Cambridge 42, Mass. 


Please send me your booklet ‘How to be an Expert 


on Carbons and Ribbons’. 


Name—— 





Firm 


Address— 





One of her most important re- 
sponsibilities is handling the dozens 
of letters from Doctor Moberly’s 
desk that have “Nancy, please an- 
swer, penciled across the top. For 
this she must be accurate, using 
not only her technical talents, but 
her wits and tact as well, In an- 
swer to their queries, executives 
all over the world have received 
neat, courteous replies signed 
“Nancy Tigue.” 

“For the most part, I think we 
all could disappear for weeks and 
things would run along smoothly,” 
chuckled Doctor Moberly. 

“Nancy has aggressiveness, you 
might say. If something isn’t right, 
we hear about it in a hurry. She 
has no fear of speaking up. And 
she’s a stickler for procedure! If 
anyone strays from it, Nancy is the 
first to remind him, “This is the 
procedure—vyou follow it!’ 

“As far as we're concerned, she’s 
perfect for the position. She does 
a fine job of meeting people. That's 
why we put her here at the door. 
She has a wonderful telephone 
voice, too! And she’s this kind of 
girl: If we want to start something 
at 7:30 in the morning, Nancy's 
there at 7:30 to help us.” 

At the end of her busy day, the 
secretary and her twenty-six-year- 
old roommate, Pat Crowley, who 
works in the Marquette Liberal 
Arts office, dash home to their 
garage apartment on Milwaukee's 
comfortable East Side. They whirl 
through supper and bolt back to 
the bus stop for the half-hour ride 
back to the campus once more for 
classes or other extracurriculars. 

Nancy manages to take two eve- 
ning courses each semester. This 
spring she’s attending an interde- 
nominational seminar on theology 
and a course in conversational 
Spanish. (“You never know when 
you ll need it.” ) 

One of the main reasons this sec- 
retary stayed close to the campus 
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Coed 
Careerist 


(Continued from page 10) 





is the particularly lively drama 
group that has giant musicals in 
production almost all year ‘round. 
“Anyone who is a student in any 
way, shape, or form can take part,” 
Nancy explained. A singer from the 
days “when our family parties al- 
ways ended up around the piano,” 
Nancy started out two years ago in 
the chorus of the College staging of 
Carousel. She met her roommate 
when they both sang in Annie Get 
Your Gun a year ago. Now, boosted 
by her song and sparkle, Nancy 
takes the leading role in the spring 
production of Three Wishes for 
Jamie. 

On a spare evening, she often 
subs on the Management Center 
bowling team, “when one of the 
men can't make it.” 

With almost every moment of 
their days booked with careers and 
extracurriculars, the girls find little 
time for formal entertaining or me- 
ticulous housekeeping. But their 
biggest problem is budget. 

“Private schools can’t pay you 
what you might make elsewhere,” 
Nancy said matter-of-factly. “Im 
making $100 a month less than | 
might make anywhere else,” she ad- 
mitted. “But money doesn’t mean 
everything. First of all you've got 
to be happy. Work, after all, is a 
big part of your life. It’s eight 
hours a day, five days a week. If 
youre going to be miserable all 
that time, you'd better find another 
job, no matter what the salary.” 

Each payday, she reconsiders a 
little. There are all kinds of neces- 
sities waiting to gobble up her slim 
pay check. “It sounds ridiculous 
not to have enough money to put 
some away every month in a sav- 
ings account; but, with a salary like 
ours, what are you going to do?” 
she shrugged. 

Of course she gets impatient 
with cutting corners on clothes, 
pinching her piggy bank, and 
watching every extra expenditure. 

“But I'd rather make a smaller 
salary and be content. So why not 
stay?” 

She counts her security in other 
currency, she said—lecturers and 
professors right under her nose, 
classes for the asking, colleagues 
her own age, speakers, dances, 
seminars a moment's walk from her 
office. And a vast cross section of 
interesting people, from poets to 
presidents, strolling through her 
world every day. 
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OFFICE SHOPPING CENTER 





Personalized Rubber Stamps—with a 
bright touch. and covers of the 
utilitarian stamps are now custom-colored. 
May be had in almost any color—or com- 
bination of colors 


Cases 


you can name. To com- 
plete the assembly, there is premium- 
quality stamp pad ink in red, black, 
purple, green, or blue, done up in vividly- 


colored dropper-type bottles. The stamps 





TY, Zone tary 


2 


are $1.50 each, the ink 75c a bottle. Both, 
mailed to the same address, are $2, post- 
paid. When ordering, give name, street 
address, city, zone, and state. Write Nov- 
elette Sales and Service, Dept. TS, P. O. 
Box 754, Concord, California. 


Model 60 Master Addresser is designed 
to save time in the office. It writes names 
and other repetitive data 
(up to 13 lines, three inches long) on a 
wide variety of accounting forms, state- 
ments, checks, timecards, ete. 


addre ‘sses. OI 


Prints are 
made from a paper master—prepared on 





that can be filed for future 
use. Addresser is only 7 by 13 inches, is 


the typewriter 


simple to operate, insures complete ac- 
curacy in repetition. For further details, 
write Mr. A. J. Wright, Master Addresser 
Company, Dept. TS, 6500 West Lake 
Street, Minneapolis 26, Minnesota. 


Are you looking for a neater, more at- 
tractive way to index binders? If you are, 
perhaps Office Products can solve your 
problem with their unique Slip-On Label 
Holders. 

For binders, there are “Kolor- 
Klips” (available in red, blue, green, 
ivory, or black) that slip right on the 
backbone of the binder. The metal spring- 
clips slide down inside the binder and 
swivel for perfect fit. They have a built-in 


ring 
ring 





storage space for the label. and a celluloid 
window that protects the label and keeps 
it clean. Available in three standard sizes: 
for l-inch, 12-inch, and 2-inch ring bind- 
ers. 
For post binders, there are Slip-On 
Label Holders that will fit every type of 


open-back binder. Made of Vinyl Plastic 


that will never warp or curl. Also avail- 
able in three SIZCS: PBS, Xx 2% inches; 
PBM, 1 x 2% inches: PBL, 2 x 2% inches. 


Additional information may be obtained 
from Office Products Inc.. De pt. TS, 9920 
Freeland, Detroit 27, Michigan. 


Roto-Kard is Remington Rand’s new 
space-saving recordkeeping unit. It han- 
dles 8x15-inch record cards in one com- 
pact rotary drum (manually or electrically 
operated ). Roto-Kard a capacity of 
6,000 cards tor a reference record or 4,500 
cards for a 


has 


posting record. Removable 
desk-tray facili- 
tate distribution and peak-load handling. 


self-contained segments 





A Slide-A-Desk feature permits the shift- 
ing of complete decks of cards between 
segments without fear of misplacing or 
dropping. Provision is also made for quick 
insertion and easy 
cards. 


re moval of individual 


For further information, write Reming- 
ton Rand Division, Sperry Rand Corpora- 
tion, Dept. TS, 315 Fourth Avenue, New 
York 10, New York. 


Numbering Machine, Model 170, is 
fully self-inking. It provides 
six-digit numbering, 3/ 16-inch figures, re- 
peat, triplicate, 


automatic, 


consecutive, duplic ate, 
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copies 


CARTER’S 
NEW 
"WEATHER— 
CONDITIONED" 
SPECIAL 
OCCASION 
CARBON 

PAPER... 


One look at Carter's “ Weather- 
Conditioned” Special Occasion Carbon 
Paper and you see it has the “ new 


look”. It handles easily... resists curl 
. regardless of weather conditions. 
The secret? Simple. The new, exclusive 
“ weather -conditioned ” 
backing on Special Occasion. It keeps 
the carbon paper from curling... 


it’s exclusively Carter's! 


“ Weather- Conditioned” Special 
Occasion saves time... 

Non-skid backing prevents slipping dur- 
ing typing ...no time lost re-aligning 
carbons. 

“ Weather-Conditioned” Special 
Occasion is clean . 

Doesn't smudge fingers, copies . . . or 
your clothing. 

“ Weather-Conditioned” Special 
Occasion lies flat. . . 


Handles easily ... thanks to this exclusive 
Carter formula. 

YOUR PRIVATE SHOWING OF “ BEFORE-FIVE 
FASHIONS” — try Carter's “Weather -Condi 
tioned Special Occasion Corbon Paper free of 
charge. Mail this coupon for samples 


——— ee 7 
THE CARTER’S INK COMPANY, Dept. KK-4 1 
Cambridge 42, Mass | 
Yes, | wont to try ““Weother-Conditioned “ Specia! 1! 
Occasion Carbon. Please send me FREE somples ! 
My machine is (check) Stondard Electric . 
| make (number) copies —— i 
Nome ! 

| 

OF ! 
Address 
City — ——— - Stote —E j 
See eee eee eee ew awe aeaew eee = ~ 





and quadruplicate action. A_ fingertip- 
action change lever provides easy selec- 
tion of any one of the five actions. Addi- 
E d in tional features include © self-releasing 

arn a egree l catch, permitting — loc king of machine 
when not in use and during adjustment; 





graduated gauge plate for accurate num- 
ber placement; nickel-plated steel frame 





University of Denver 
... for a business career 
...to teach business 


l-yr., 2-yr., and 4-yr. 
SECRETARIAL PROGRAMS 


Designed to prepare you for secretar- 
ial positions at administrative and 
executive levels. By completing the 
four-year program leading to the 
B.S.B.A. degree, you can also become 
certified to teach business subjects in 
high school and college. 





Like 600,000 others 


in school and on the job, she 
refers to this handy pocket- 





For catalogue and other information, 














’ sized book many times every 
write; . 
3 saat ial ial working day.... 
DR. JOHN E. BINNION —_ vain aring iwure Wheels, oct 
Choirman F 170 is attractively boxed, pac ked with 20 000 WORDS 
Dept. of Business Education extra felt pad, stylus, and tube of ink. ? 
f “is? : > _ . _ ’ ve _— | Now in its Third Edition and passing the 
Room R-4, Business Administration Bidg. I ully guarante ed. Compk te de tails may SOn O06 snask: Gale bedh ten beckne “denderd 
UNIVERSITY OF DENVER be obtained from the Reiner Company, equipment’’ in business and business educa- 
. TS 29R A aces . re tion. Words are spelled, divided, and ac- 
DENVER 2, COLORADO De pt. I'S, . 326 Jac kson Street, San Fran cented. Definitions are omitted. It's fast, prac- 
cisco 11, California. tical, economical. 249 pages. 





What a difference when every student 
Smiley makes saving pennies a pleasure. has one! 


He’s all metal, in a bright, burnished gold, REFERENCE MANUAL for 
completely tarnishproof. Inside, he'll hold STENOGRAPHERS and TYPISTS 
a wealth of coins—enough to buy you a 


‘ . Gavin and Hutchinson 
dream or two. Locking mechanism opens 


Teachers find that the Reference Manual is 
exactly the professional-level classroom aid 
they need for transcription, typing, shorthand, 
English, and secretarial practice. The beauty of 
it is that students can use it effectively in sev- 
eral classes at once. Tests and review exercises 
are right in the book. 192 pages. 





Many office machines use marginal pre- 
punched forms. And the records you make 
with this modern efficiency system are 
valuable. How do you file them? 

The best way is to bind them in Acco 
Pin Prong Binders equipped with special 
narrow prongs to accommodate the small 
holes in the record sheets. Your records 


For permanent vocabulary mastery... 


GREGG SHORTHAND 
DICTIONARY SIMPLIFIED 


Authoritative, official! Every student should have 
one... in class . . . later, on the job. Con- 
tains in print and shorthand over 30,000 words 
plus separate sections on names and abbrevia- 
tions. By the authors of the Simplified System, 
Gregg, Leslie, and Zoubek. 336 Pages. 





Have you explored its 
TEXTBOOK USES? 





with a key, for re-use over and over. STANDARD HANDBOOK 
Keep Smiley on your desk—he'll collect for SECRETARIES 
many a coin from you and your friends. TEXT EDITION—Hutchinson 
Bank is just $3.95, postpaid, from Wiley This ‘‘classic’’ desk reference will be used by 
, Watson, Dept. TSI, 33 West 9 Street, | | som ofudets ltr thewshae he, bene 
will then be safely bound for temporary or New York 11. New York. room by adapting the Handbook to these text 


permanent filing — always in order, always 
neat, always available. 

Acco Pin Prong “9000” line of Binders 
come in many sizes and are available in 
your choice of genuine pressboard (5 


uses: 
1. A short-course text and reference 


hits = ical a 2. A text for your office-practice and secre- 
W hite Mountain steel bookcase com- testal-teulning courses 
bines ample storage space with smart con- 3. A text for basic or review English 


colors) or heavy binder board covered venience. The unit has three adjustable 626 Pages. 

with canvas or black pebble vrain cloth. shelves and one fixed bottom shelf. It S 48 GREGG PUBLISHING DIVISI N 

Your stationer will supply you. Ask him. inches high, 30 inches wide, 12 inches . 

deep. Finished in either gray or olive McGraw-Hill Book Company, Inc. 

7 — . green; lends distinction to any office. New York 36, 330 W. 42nd St. 

ACCO PRODUCTS, Ine. Additional information on the White Chicago a — ays ee 

> . ae an Francisco 4, ° e 
Ogdensburg, N.Y. Mountain bookcase and other White Dallas 2, 501 Elm St. 





In Canada: Acco Canad , F i j i 
ade co Canadian Co., Ltd., Toronto Mountain office furniture can be obtained 
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GREGG DICTATION RECORDS 


.. . for easier, more effective shorthand 
teaching and home study. 


Brand New 
Erasers... 


In Tune with 
Today’s Business 


ADVANCED DICTATION RECORDS 


For developing office skills. Here’s 
the best way to become familiar with 
the kind of dictation experienced on 
the job... untimed, with addition, 
correction, deletion. Designed for 
use upon completion of theory. 12- 
inch, 78 rpm. Six records to the set. 
Complete with album: $12.50, net, 
plus postage. Individual records from 


These new Weldon Rob- 
erts Erasers achieve neat- 
er, faster erasing of short- 
hand notes and of writing 





: from today’s electricall 
this series available at $2.25 each, me pe ; , d ‘all : , 
net, plus postage. by writing The Maine Manufacturing | 42¢ manually operatec 
Record Side Speed Content Company, Dept. TS, Nashua, New Hamp- | typewriters and office ma- 
A-1 1 80 Letter emphasizing Word shire. chines. And how they save 
2 90 Beginnings and Endings time and soothe tempers! 
A-2 1 100 Ask your office manager 
FS ee ee ee Dee-R-Tee is a rubber tool that keeps | or stationer for them. 
A-3 — typewriter type shiny and free from ink 
2 120 Phrase Letters 74 ¢ ae a : - » 7 
without the use of fluid or rags. Rubber | Ne. 378 GRAYPOINT. - 
i A-4 1 Progressive Office-Style : . ‘ Paper-wrapped quality gray ‘ t 
2 Dictation (Introductory) head 1S attached toa semiflexible handle. eraser for ink and typing. 
A-5 1 Progressive Office-Style Cleaning action is achieved by stroking 
2 Dictation (Intermediate) the flat side of the tool, studded with 
A-6 | Progressive Office-Style tiny projections, over the type face. The : smeaineid 
2 Dictation (Advanced) i sie YI No. 448 GREEN 





GLOW. Paper- 
wrapped soft green 
eraser for a wide 
variety of pencil 
work and cleaning. 


WELDON ROBERTS RUBBER CO. 
NEWARK 7,N. J. 


SUSTAINED DICTATION RECORDS 


Staying power is assured when you 
incorporate this brand new series 
into your advanced teaching or 
home-study program! These records 
were never more needed than today 
when business demands more-than- 
average shorthand ability. 10-inch, 
78 rpm, Six records with album: 
$12.50, net, plus postage. Individual 
records from this series available at 


$2.25 each, net, plus postage. 











suction created pulls out all dirt and car- 


Record Side Speed Content bon. The rubber absorbs those particles 


SD-1 1 90 








2 6) Sucian téiten that might clog the type. When not in 
SD-2 , 100 use, the tool can be kept in the box pro- 

2 100 Business Letters vided by the manufacturer. , ff 
SD-3 ! 110 The Dee-R-Tee is convenient, clean, yA 

: i Se Se saves time, effort, and money. For further INK 
asin > oe Saad Dian information, write Lansdale Products Cor- Lin 
$p.5 130 poration, Dept. TS, Box 568, Lansdale, : 

2 130 Congressional Record Pennsylvania. STAIN “p 
SD-6 1 140 Vf 

2 140 Congressional Record fl 

Autodex keeps phone numbers within ff HANDS 


r--—- USE THIS ORDER BLANK -——, easy reach. A flick of the pointer, the 


touch of a finger, and Autodex snaps open 
to the desired page. This new model, the 


in seconds—keep 
them soft and smooth 
wtth 


Please send me 


Complete Set of 6 Gregg Advanced Dicta- 
tion Records at $12.50 net, pilus postage 





Individual Records from Advanced Dicta- 
tion Series at $2.25 each, net, plus 
postage. (Please circle) 


A-1 A-2 A-3 A-4 A-5 A-6 


Complete Set of 6 Sustained Dictation 
Records at $12.50 net, plus postage 





° 
Individual Records from Sustained Dicta- > 
tion Series at $2.25 each, net, plus y 
postage. (Please circle) a a 
$D-1 SD-2 SD-3 SD-4 S$D-5 SD-6 
~~. Rich in Lanolin. Pleasantly scented, in cream 


Name 








or liquid form, simply rub on ink stained 
hands and rinse off! Its gentle action never 
| irritates; always leaves your hands soft, smooth 
and clean! Removes stamp pad, Hekto, carbon, 
and other ink stains quickly. Available at your 
local stationer in tube, bottle or jar 


Street 





City _ State 





A-100 Hercules, is made completely of 
steel, with loose-leaf pages for quick in- 


sertion. Felt bottom protects desk and FREE TRIAL OFFER! 


table tops. Autodex comes in walnut grain, 


Address your order to the office nearest you 


GREGG PUBLISHING DIVISION 
McGRAW-HILL BOOK COMPANY, INC. 


Chicago 30: 4655 Chase Avenue 
Dallas 2: 501 Elm Street 
New York 36: 330 West 42nd Street 

San Francisco 4: 68 Post Street 


Write today for your free trial bottle of 
gray grain, blonde grain. As handsome as Heyer Hekto Ink Remover. Simply write to: 
it’s practical. From Zephyr American Cor- 
poration, Dept. TS, 95 Morton Street, 


| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
() Remittance enclosed. [[) Please bill me. | 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
New York 14, New York 


THE HEYER CORPORATION 
1864 S. Kostner Ave. © Chicago 23 
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| 
| 
| 
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IS 
“SHORTHAND STUTTER’ 
KEEPING YOU FROM 
a HIGH-PAYING 


Does your shorthand go in fits and starts? “She 
Stutter’ 


yrthand 
slows you down, keeps you from grabbing oft 


high-paying secretarial jobs. Cure yourself with lamous 
Dictation Discs. 


AT HOME and watch your speed increase! 


Practice with them just a few minutes 
a day 


Speed up to 130 wpm 


Whatever your present speed, there’s a Dictation Dis« 


to help you. Dictation Discs are custom-quality 12” 
RCA records of pure unbreakable vinylite that can be 
played on any speed phonograph. They contain specially 
selected and timed dictation to help you develop rhythm 
and poise . eliminate waste motion between strokes 

. bring your speed up to 130 wpm. Dictation Discs 
are used and recommended by leading shorthand schools 


for Gregg, Pitman. and Stenotype. 








MAILCOUPONTODAY Each 331% RPM 
Dictation Disc contains 45 minutes of 
dictation—approximately equal to 1 
letters. Send for yours TODAY. Money 


back if not delighted 


DICTATION DISC 


170 Broadway, 


co. 
New York 38, New York 


Dept. 194 


45 1pm 78 rpm 33'/3 rom LP 

$1.75 each $2.50 each $5.00 eact 
..No. 1 60 & 70 wam ...... No. 1 60 to 90 wam 
..vo. 2. 70 & 80 wam NO. 2. 70 to 100 wam 
No. 3 80 & 90 wam No. 3 90 to 120 wam 
tO. 4 9O & 100 wam .... —cecel io. 4 100 to 130 wam 
weNo. 5 100 & 110 wam ..Complete set $18.00 
No. 6 100 & 110 wam ....Entire series $33.00 
No. 7 110 & 120 wam 
..No. 8 120 & 130 wam 


....Complete set of 12" Standard 78 rpm records $18.00 


.-Complete set of 45 rpm EXTENDED PLAY 
$12.50 


rec ords 


Name 


Enclose check or M.O. (add 35¢ for postage) 
SPEED GUARANTEED OR YOUR MONEY BACK 
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(Continued from page 26) 
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Save Time! 


Stop Waste! 


Be not only an Efficient Typist, be a 
Happy One. 


Notice how the Typist uses Kee Lox Erasa- 
guard to correct errors on Originals, also Carbon 
Copies, Perfectly and Quickly. Saves Stationery, 
saves Carbon Paper. Saves so much Time and 


The perfect Equipment for 1956. One Typist. 
One Typewriter. One Erasaguard, one eraser. 

No Secretary can give full efficiency without 
an Erasaguard. Errors are so easily made. 

Read what one writes. “For almost a year I 
have been using your wonderful Erasaguard. | 
have been also unsuccessful in trying to locate 
several more of them for use by others in the 
office. I have a terrible time trying to hang onto 
mine. Please tell me where I can purchase these. 





Just place the Erasaguard behind the sheet from which 
you wish to erase. Treat the Carbon Copies the same way. 


We need them so badly, they’re grand.” Copper ee te en | 
Can also be used for drawing, will not slip, will not smut if pen is used | | 
Bae ae | KEE LOX Manufacturing Co. | 

drawing lines. 

| Rochester 1, N.Y., U.S.A. | 

ORDER DIRECT 75c each; 65c each in dozen lots. Wholesale Discount Send Please.............. O Elite Pica ! 
to Dealers in U.S.A. and Foreign. ata ta ; 
: ee ee | 

KEE LOX Manufacturing Co., Rochester 1, N.Y., U.S.A. roe | 
Foreign Dealers write care EXPORT DEPT., above address. PE ARTE EE EON: METRES 
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The Business Game goes smoothly 
when moves are signalled b by 
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Write for free color folders 
on Graffco Products. 


GEORGE B. GRAFF COMPANY 
54 Washburn Ave., Cambridge 40, Mass. 








NEW 
SARASOTA 
TERRACE 

‘Hotel 


occupency January |} thru SARASOTA, 
April 15, 1956 FLORIDA 


ust Unride Daan Vn 


LUXURIOUS HOTEL..... 
. JADE SWIMMING POOL .... 


5 Reasons to Vacation at 


7 wonderful days 


BD cementie nights , 


$33 


Rote per person, double 


FOR LOW PACKAGE 
RATES...AND GO 
NOW - PAY LATER PLAN 


The SARASOTA TERRACE: 


@FREE GOLF ON 27 HOLE COURSE 


SEE YOUR LOCAL @FREE CRUISE IN GULF 


TRAVEL AGENT! @FREE COCKTAIL PARTY 


@® FREE BEACH CABANAS 





NEW SARASOTA TERRACE Hotel 


TEL. RINGLING 2-5311 P.O. BOX 1720, 





SARASOTA, FLA 


















making a 


HOME AWay from 


home 





(Continued from page 20) 


other, the two pieces 
that might 


appeared to be 


also be used as 


a single unit 
a buffet for an informal 
supper. 

A two-tier, wrought-iron cart that can be moved 
wherever it appears to be most convenient was pur- 
chased as a stand for the phonograph. The bottom 
shelf is also equipped with dividers to hold magazines 
or additional records. 

They elected to add warmth to the room with oc- 
casional rugs. One happy choice was a white wool 
rug with an over-all Persian pattern in shades of green, 
brown, blue. and rose. In addition to covering the 
area in front of the sofa. the rug set off the 
of the parquet floors. 

But the decorating, the 
of finishing touches and accessories. still 
to be These, they decided, from 
personal belongings in order really to mean some- 
thing. For the wall above the couch, they planned a 
mass grouping of pictures in assorted mediums, shapes, 
and frames. 


richness 
nicest part of selection 
remained 


done. had to come 


An inventory of what was “on hand” re- 
vealed a reproduction of a Picasso still-life, a line 
drawing of four wild-haired musicians, 
titled “People,” 
fishing boats. 


a montage en- 
and a charcoal sketch of New England 
Mounted and hung, this heterogeneous 
collection looked unexpectedly attractive. 

Other decorative accessories included a Florentine 
candy box, a brass-and-copper chafing dish, a brass 
bowl from India, a bone-china compote, a 4’:-foot 


philodendron tree, a chartreuse crackle-glass vase, 
and assorted plants. 
And, by 


for any princess—well, 


this time, the apartment was a place fit 


at least until the right prince 





came along! 
ecrelary: Clip this ad and give it to your Boss! 


eae 


_-——__ \MAY | ORDER THIS 
Ale 30 DAY FREE 
: TRIAL SAMPLE? 


—— —_3 oves No 


, CLEARS THE DESK FOR ACTION! 


This sturdy, attractive new sectional organizer 
improves desk-top efficiency. Finished in smart 
gray or green baked enamel, the strong, all-steel 
Adapto-Rack adds business-like good looks to any 
office. 8 compartments with complete flexibility 
Clip ad, attach to letterhead, for this LIMITED 
30 DAY FREE TRIAL ‘‘USE-IT-YOURSELF’’ OFFER 









Adapto-Rack 
in use. * 


2222 WEST CLYBOURN ST. 
MILWAUKEE 3, WISCONSIN 
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Are you in 


the percentage group 
that needs the best 
in Carbon Papers? 


CHECK THESE WEBSTER FEATURES: 


¥ Measured scale edge on every sheet pre- 
vents running over. A necessary aid to good 
typing. Makes carbon handling easier and 
cleaner, too! 

¥ Stays flat in extreme temperatures. It’s 
longer wearing which means more economy 
per sheet. 


¥ Weights and finishes for individual typ- 
ing requirements and office needs. 








At leading stationers’ everywhere 


make tt clear... you want 


| WEBSTER DURAMETRIC 


MULTIKOPY 


CARBON PAPERS 














z 


of E s. \MPLE. ill out the coupon and staple fe) 
F your company | 


. 4 4- 
ee 


etterhead. 





(make of typewriter) 


| | F. S. WEBSTER CO. 
| | 17 Amherst St., Cambridge, Massachusetts 
| | Gentlemen: Please send me samples of Webster's 
| | Durametric Carbon Paper. 
ee eee wen Ae OR EY ee 
| | COMPGRG : 5:0. i'< stews oncie dh saad keaweneedekee wen 
S Abeta. octet contd ied 
I use a with pica 0 elite 0 type. 


I usually make carbons. 
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YOU Save 56% Typing Time When 


Typing the Titles for Indexes & Guides! 





A | 
2 oesnem \ 


+90 \ ' — = 
TYPERITE ~~ . 
INDEX 


TABBING! 


Has Typewriter Spaced 
Insert Strips and Tabs 

No Soft Roller Is Used 
Typing Is Faster, Easier 
Always On A Straight Line 
AICO TYPERITE Tabbing has blank 
insert strips that are typewriter 
spaced to permit the use of the line 
space lever when typing titles. Ends 
' ad the need for soft roller work to center 


or position the title on the insert. Re 
duces typing fatigue & errors. 


a Cla 
| oer — ae |} 


~~ ‘ss 
en 





NOW! The Insert Strips For AICO 
GUIDES Also Typewriter Spaced! 





: You can now enjoy the same time saving 

Group Of AICO Guides work saving features on typing the titles 
Check File Guide—Open for your Guides. Make filing, finding. 
Shelf Filing Guide— faster, easier amd get a neater cleaner 
Tabulating Guide—Out titling job. AICO also makes Guides to 
Guide—Card Guide, etc your own specifications any size or shape 


Also Custom-Made Guides. with titles to meet your special needs 


For FREE Samples, Full Info. & Quotations, Write Dept. 55 


AHH 97 Reade St., New York 13, N. Y. 


426 S. Clinton St., Chica 7, WW. 
INDEXES _— 

















for type that sparkles 
like MEW 


Cleans type CLEANER! 
Handy dauber whisks 
away dirt and goo in sec- 
onds! Non-inflammable, 
absolutely safe. Slow- 
evaporating, hence eco- 
nomical. Look for the 
smart new orange-and- 
blue carton on your 
dealer's shelves 



















NO CARBON-TETRACHLORIDE 
69¢ at all stationers 
and typewriter dealers 


Always a Sharp Pencil 
With a Twist of the Wrist 


The handy “DUX” Preci- 
sion Pencil Sharpener on 
your desk gives you sharp, 
clean pencil point all day 
long, with just a twist of 
the wrist. Saves time and 
energy. No fuss, no muss. 
Fine imported Sharpener, 
with replaceable 
sharp blades. 








razor- 





Ask your stationer or write to 


FRED BAUMGARTEN Dept. X-4, Station F, Atlanta, Georgia 
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Spee-D-Ada 
says: 

















ein SHEETS. Most versatile 
kind of addressing label. Type- 
writer size sheets for typing and 
duplicating. Type 33 labels with 
One insertion in typewriter. Make 
carbons for multiple mailings. Lint- 
free; pod-free. 33 labels, 2'/A6” x 
1”, per sheet. 


All with Dennison 
special formula gumming 
for tight adhesion 


Here are <> Smart ways 


to speed up your mailings...use 
Dennison Addressing Labels 


a, a ae 









| 
| 
J 








2. IN CARBON SETS. Quick, 
clean, easy for typing multiple 
mailings. Four sheets of couponed 
label paper collated with one-time 
carbons. Labels stay lined up until 
snapped apart. 33 labels, 2'%6” x 
15/46”, per sheet; 132 to set. 


At your stationer’s 
or write for the name 


of your nearest dealer. 
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<3. IN ROLLS. Quickest, easiest 
for one-time mailings. Labels come 
in continuous strip for convenient 
typing and attaching. 1000 labels, 
et Tt of 
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Dui tht gle 


Blaisdell 
KLENZO Til § 


PAPER-WRAPPED 


ERASER 


' 
® erases single letters 
more easily 


® saves time and effort 


4g 
zx 
Ic 


At all stationers—or write for 
FREE SAMPLE 530-T KLENZO Thin 
931-T with Brush 


BLAISDELL PENCIL CO., BETHAYRES, PA. 

















Here’s the WALLET SIZE PHOTO 


secretaries everywhere are using 


WITH FREE 
SAMPLE RESUME 








lt 








FOR ADVANCED BUSINESS OPPORTUNITIES 


AND AS GIFTS TO FRIENDS AND RELATIVES 
MADE FROM PORTRAIT OR PHOTO 
YOU RECEIVE FREE, three full pages — a one page sample resume 
and two pages of instructions, to help you prepare the resume to use 
with your wallet photos. — Your original portrait or photograph re- 
turned unharmed with 20 top quality 2%. x 31% silk finish, double 
weight photos plus free sample resume. 











25 FOR $1 — You'll love your pictures or money returned. 60 FOR $2 
| APPLICATION PHOTOS, Dept. 57 FROM ONE ! 
Box 271, Salem, Mass. POSE | 
We enclose portrait or photo and $ for 2 5 | 
— photos and free sample resume and instruction sheets. for | 
j NAME _ $] 00 1 
| ADDRESS or . 
| city _ZONE___state ____—_—« 6 for $200 , 
62 
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FLASH READING 


(Continued from page 51) 
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EFFICIENT SECRETARY 


(Continued from page 8) 





something big. A secretary who walks into the office 
with a cheerful, “Good morning. Nice day, isn’t it?” is 
an asset to any firm. If her employer's reply is not as 
cheery as anticipated, however, it could be because 
work started at nine o'clock .. . he was there, but not 
his secretary. The idea that a late appearance will not 
disrupt the efficiency of the office is actually an attempt 
to rationalize those few extra minutes of sleep. Just 
think of the many mornings when important papers 
were needed immediately or when the office calendar 
was so filled with appointments that some early dicta- 
tion could have made the hectic schedule easier. 

You who are today’s secretaries will be tomorrow's 
administrative assistants if you establish a work-pat- 
tern geared to responsibility. Adapt yourself to your 
employer and to the office . . . know what is required 
for office efficiency. Never discuss confidential matters 
outside your department nor make a disparaging re- 
mark about your boss to other employees. Do the 
“little” things that you know will help the company, 
your boss, and yourself operate efficiently and ef- 
fectively. 


April, 1956 





NAME 
THE 
PROFESSION 


BY 
MARGARET HALLEY ATWATER 


F YOU were a public stenogra- 
| pher and the man dictating to 
you used one of the terms listed 
below in connection with his busi- 
ness, Which of the professions under 
the word would you presume to be 
his? If you can pair all the terms 
with their proper profession, you 
have a superior vocabulary. Six cor- 


rect answers will be an average 
score. 

Redress— 

Merchant, lawyer, actor 

Adz— 


Accountant, geologist, carpenter 
Batholith— 

Geologist, plumber, architect 
Arpeggio— 

Botanist, 
Coalition— 


musician, lawyer 
Coal dealer, politician, engineer 
Challis— 

Merchant, hairdresser, 
Sillabub— 


electrician 





Jeweler, electrician, chef 
Aerophyte— 
\viator, botanist, dentist 
Acolyte— 
Architect, musician, priest 
Purlins— 
Lawyer, architect, yarn manufac- 
turer 
ANSWERS 
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EMPLOYMENT AGENCY DIRECTORY 


Are you looking for a new job? On this page, every 
month, you'll find listed reputable employment 
agencies that can help you solve your job-hunting 
problems. Whether you want a job in your own 
vicinity or whether you want to move to a new loca- 
tion, our Employment Agency Directory can be your 


























expert guide. Check the agencies listed here first. 
CHICAGO NEW YORK 
(— 4 ienhiting 7 AMY LORTON McKAY 
BIRCH Qualified Secretaries to the 


Established 1940 
High-Paying Chicago Personnel Placement—Men & 


Market On An 


* 








Women 
prec ont Employer Pay Fee Basis Advertising Industry Publicity 
PLACEMENT . e B Airlines Magazines Radio-TV 
SPECIALISTS 59 €. yon oy BR 1417 Reibden Book Publishing Wall Street 
— ae ome == 8 30 Rockefeller Plazo—Suite 3030—Call CO 5-3988 











Employers Recommend 
ROLAND 
EMPLOYMENT SERVICE 


for high standards, excellent performance, 
and best job applicants. That's why they 
list their best jobs at 

ROLAND EMPLOYMENT SERVICE 
116 S. Michigan FRanklin 2-0320 


Secretarial positions with the finest 
firms in the Advertising, Publishing and 
Business Fields in Midtown—Radio 
City—Grand Central Area are avail- 
able through the Moran Agency. 

MORAN AGENCY, 545 Fifth Avenue (45th St.) 














DENVER 


SECURITY EMPLOYMENT SERVICE 


“A Good Name to Remember” for the best in 
secretarial positions. Security for the applicant, 
security for the employer. No registration fee, 
very low rates 


MRS. MARIE SMITH, Owner 
1312 Broadway KEystone 4-7273 








Where High-Grade Secretaries 
& Top-Grade Positions 
Have Met 
MD for More Than 25 Years 

, . Confidentially 
* pon pway Miss Marion Steele 





Contact ..... 


CO 7-4540 

















NEW ORLEANS SAN FRANCISCO 





Planning Relocation? Contact 


A-1 EMPLOYMENT SERVICE 


1409 National Bank of Commerce Building 
New Orleans 12, Louisiana 
CAnal 4241 


Western Employers Service 
San Francisco’s Largest 
NO FEE AGENCY 
Temporary and Permanent Jobs 
995 Market Cal. 


12 Years Same Management San Fran., 




















“Coming Next Month 


Biggest tourist attraction in the biggest city in the world? New York’s 
| Seenibe State Building, And, in the May issue of Topay’s SEcRE- 
TARY, you'll meet Mary Carr, secretary to the senior vice-president and chief 
executive officer of the corporation that manages that mammoth structure. 
Hers is a fascinating job, one that keeps her so busy she doesn't often have 
time to admire the famous view. 


ot course. 


one big New Year's reso- 
Result—a summer vacation in Europe. 


Pat Garrett, twenty-year-old secretary, made 
lution in 1955, and kept it. 


month's issue. 


In next 
you'll find a month-by-month account of how she planned 
her trip, the places she visited, and just how much it all cost. Her story may 
give you an idea or two for next New Year's! 


Travel in the United States by car, even though you can’t beg or borrow 
Topay’s SECRETARY gives you the why’s and wherefore’s of a 
yourself, rent-a-car vacation—at surprisingly low rates. 


one. drive- 


Coming, too! F asHion, Beauty, and TRAVEL Tirps—with your vacation in mind. 
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and Forget 
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1956 APRIT, 


SUN + MON - TUE - WED - THU - FRI + SAT_ 


1) geet, sy ay. 


56 9 10 fl 12 18 
15 16 17 18 19 20 21 


9VV9ONGVY 
29 30 


JUST FOR YOU, we moved Valentine’s Day 
to the 4" week in April 





Royal Typewriter Company has always had a Valentine’s Day to the 4th week in April... 
gleam in its eye for you. National Secretaries’ Week. 
lhe gleam lasts all year long. So here it is, gals... to each and every one of you 
But every year about this time we come right ..all of the best... from the Royal Typewriter 
out and say it. Company, the world’s largest and most affection- 
This year, we thought the best way was to move ate manufacturer of typewriters. 


RUYAL standard - electric « portable 


Roytype" business supplies 
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ir Faster, Clearer, Easier Notes With This 


No. 1555 GREGG-APPROVED 
therehtponttorthewayyouwte = PEN...AND POINT 


Gregg shorthand. Instantly renew- 

able... at any pen counter. Gregg shorthand was specifically planned to be written 
with a pen. Speeds up taking notes—makes them clearer to 
read and easier to transcribe. 


And Esterbrook has the point specifically designed 

for Gregg! Next time you pass a pen counter ask to try 
Esterbrook’s special Gregg Point (No. 1555). You'll find 
your notes glide with ease—without pressure—never skip or 
miss. Every stroke, circle or hook is bright and uniform. 


The price is too modest to miss. And—should you ever 
damage the point—an {identical Esterbrook Renew-Point 
is yours for just half a dollar. You can replace points 


Esterbrook Gregg shorthand points instantly ... at any pen counter. 

fit the new paste! Esterbrook Petite- 

Pak Set—and al! Esterbrook Pocket ~~ 

Pens and Desk Pen Sets. “\~ P.S. If you’re just starting, the above note reads: 
Gregg-Approved 


bster SHORTHAND PEN 


Copyright 1956, The Esterbrook Pen Company THE ESTERBROOK PEN COMPANY, Camden 1, New Jersey 





“The Greatest for Gregg !”’ 






